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INTRODUCTION

This user’s guide for the Alaska Right-of-Way Delivery System (ROWDyYS) is intended as a reference
document for use by Department of Transportation & Public Facilities (DOT&PF) right-of-way (ROW)
staff (permit officers and processing agents) and by review groups. It describes the steps involved in
using ROWDyS to review and process an application submitted from the Web site by a customer who
wants to use highway ROW for other than a highway purpose, or an application completed by a
processing agent on the customer’s behalf.

In February 1999, a ROWDyS team was established, comprised of ROW representatives from DOT&PF
headquarters and the three DOT&PF regions. This team worked with other DOT&PF employees,
attorneys at the Alaska Department of Law, and computer programming consultants to develop the first
phase of the program. This first phase covers applications for a Lane Closure, Highway Event, or
Driveway or Approach Road permit, and for a sign allowed under Alaska law: TODS, RCIA, Logo Sign,
Memorial Sign, and Tourist Information Kiosk (see Chapter 9 of DOT&PF’s ROW Manual).

The concept of a statewide permitting system has been discussed for many years. The ROWDyS team
took the existing separate components relating to permits, regulations, reviews, and workflow to mold an
effective, customer-friendly online system.

ROWDYyS is envisioned to become a statewide database and workflow management system for all phases
of the ROW process. Eventually, it will also contain data for engineering, design, financial management,
and project acquisitions.

Alaska’s size is an issue in managing DOT&PF’s goals and objectives. Each of its three regions is larger
than most states. Prior to the technological revolution, communications were not as they should have
been, and regional differences developed. This created inconsistencies in the way regulations were
interpreted, documents were prepared, and permits were processed.

ROWDYyS is the first step toward creating a cohesive, consistent statewide permitting system that will
better serve the customer and streamline DOT&PF’s workflow.
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OVERVIEW OF CUSTOMER APPLICATION PROCESS

ROWDyS makes it possible for certain ROW permit applications and accompanying attachments to be
electronically entered into the system by a customer, or by a processing agent on the customer’s behalf.
The applications are thereafter stored in a centralized database, and can be retrieved or monitored by a
regional permit officer or a processing agent.

After an application is submitted, it is automatically routed by e-mail to the permit officer in the
appropriate DOT&PF region. The permit officer assigns the application to a processing agent. The
processing agent assigns it to one or more review groups, as appropriate. Permit officers and processing
agents can track the progress of an application from submittal to final disposition.

Computer stations and scanners are located in each region so that a member of the public who does not
have a computer can still use the system. Someone who has a computer, but does not have a scanner, can
come to a regional office and have diagrams, maps, etc., scanned into the system so that this information
can be electronically attached to the application.

ROWDYS covers applications for the following:

e Lane Closure Permit
e Highway Event Permit (HEP)
e Driveway or Approach Road Permit

o Signs allowed under Alaska law:

o Tourist Oriented Directional Sign (TODS)

o Recreational and Cultural Interest Area (RCIA) Sign

o Logo Sign (for a business with a nationally-recognized emblem)
o Memorial Sign (for a fatality that occurred within the ROW)

o Tourist Information Kiosk

Because the main purpose of this guide is to describe how to use the ROWDYyS system for the review and
processing of a submitted application, we have included only a very brief overview of this preliminary
customer application process here.

The process begins when someone needs a permit to use a portion of the highway ROW. From
DOT&PF’s home page (http://www.dot.state.ak.us/), a customer selects Right of Way Permitting
System. This takes them to the first ROWDyS screen. Clicking the Permits System link displays the
ROWDYyS login screen (https://www.dot.state.ak.us/row/Login.po):

ROWDyS USER’S GUIDE 1 07/01/03



Overview of Customer Application Process

Clicking either Individual or
Organization/Company takes
a new customer to the
Customer Account screen to
open an account (see next

page).

Customers who already have
an account fill in their User ID
and password to log in.

Welcome to the State of Alaska
Department of Transportation
and Public Facilities On-Line
Permits System

In order to apply for a permit, you must have an account with us.
From this screen you may:

« Request a new account
« Log into the Permits System
« Recelve a copy of your password

Version 1.2 Build 228

No account? Please select the type of account you would like to open.

[Tndidual | [ Organizaion/Company |

Have an account? Enter your User Id and Password to gain access to the system.
User 1d:
Password: |

Forgot your User ID or password? Please enter your emall address below and your User ID and password
will be sent to you.
(Mote: your old password is sent, not a new one.)

Email:
ForgotPassword
If you do not have an email address, call your regional permit officer for assistance.
Northern Region Central Region Southeast Region
1-B00-475-2464 1-800-770-5263 1-877-305-6630

Mile 168 Parks Hwy

A
sournnur
REGION

07/01/03
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Request an Individual Customer
Account Here

Individual Customer int Information
* Denotes Required Field

Mr./Mrs./Ms.: |

First Name: o

Middle Initial:

Last Mame: ‘

Jr./Sr.fetc.:

Title:

Phone number format: (999) 999-9999
Fhone: "

Fax number format: (999) 999-9999

Email:

Passwords can be a combination of letters and numbers, They must have
between five and sixteen characters. They are case-sensitive,

Password: *
Re-enter *
Password:

wWhen contacting the DOT by phone or in person, the DOT will ask a question
to verify your account. Please provide a question and answer that are unique
to you,

Verification Question is the question that you want the DOT to ask to help
identify you as the account holder, e.g. "What is your mother's maiden

name?".
Verification *
Question:
Verification Answer is your response to the question.
Werification "
Answer:

Mailing Address

Address .

Address cont.
City "
State
ZIP code format: 99999 or 99999-0000
Zip ’

Physical Address

[J same as Mailing
Address
Address cont.
City "
State "
ZIP code format: 99999 or 99999-0000

Zip *

Billing Address

[] same as Mailing
Address

Address cont.

City
State ,
ZIP code format: 99999 or 99999-0000

Zip o
« Submit: sends your account information to the system.
« Reset: sets all the fields to blank without

saving/submitting any current information.
[ SmeH [Resml [ Cancel ] « Cancel: exits to the Main Menu page without

saving/submitting any current information

On the Customer Account
screen, customers provide
personal information,
establish a password, and
provide a verification
question and answer.

When customers clicks on
Submit, ROWDyS
automatically sends
customers an e-mail with
their User ID so that they
may revise the application or
apply for other permits in
the future.
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Overview of Customer Application Process

Customers then select the type of permit needed.

Apply for a Permit

Select a permit type from the list below, then click the APPLY button.

.

Lane Closure

Highway Event

Driveway / Approach Road .
Tourist Oriented Directional Sign
Recreational and Cultural Interest Sign ~ per to display.

Logo Sign

Memarial Sign

Tourist Information Kiosk

This is followed by a questionnaire checklist for the type of permit selected, with all questions requiring a
yes check to qualify for that type of permit. If the answer to any question is no, the customer does not
meet the minimum requirements for that type of permit and cannot continue the application process.

If all requirements are met, they proceed to the application by clicking Submit.

The system displays the application for the type of permit requested, with the customer’s information
automatically filled in. The customers then fill out specific information for the permit type.

Some applications require one or more attachments. These attachments may be submitted electronically
with the application if customers can scan the documents into files. Attachments may also be faxed,
mailed, or delivered in person to the appropriate regional office. When the permit officer receives an
attachment by fax, mail, or personal delivery, he or she scans it into a file and attaches it to the application
on the customer’s behalf.

Most applications also require an application fee. However, the system is not yet set up to accept credit
cards, so payment must be by check, either mailed or delivered in person.

After completing the application, customers click on the portion of the Alaska map at the bottom of the
screen, indicating where the permit is needed. When customers click Submit, the system assigns a permit
application ID number (which is different from the customer’s User ID), and sends an e-mail to the
primary contact person named on the application, stating the application ID number, application type, and
location.

The system also sends an e-mail to the permit officer in the appropriate region. The e-mail alerts the
permit officer that a new application has been received, and provides the application ID number,

application type, and location.

The application is now ready for review and assignment by the permit officer (see page 71).
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DESCRIPTION OF ROWDYS SCREENS

LOGIN

A permit officer or processing agent enters ROWDyS by clicking the Agent Interface icon loaded on the
computer desktop.

m--..

Agent
Interface

The program starts and the splash screen appears:

KON & Pr /;
D 7y,

starting application...

This is immediately followed by the login screen:

Online Permit System Yersion 1.1 Build 226

User ID: |

Password; |

oK | Cancel |

Enter the User ID and Password in the fields indicated, and click OK.
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Description of ROWDYyS Screens

After successful login, the main window for the Right-of-Way Permitting System appears. The screen is
blank with a menu bar and a toolbar. These functions are accessible only by permit officers and
processing agents. The Maintain function is available only to permit officers.

The menu bar includes functions for File, Maintain, Search, Window, and Help. Each of these functions is
described, beginning on page 8.

% Right of Way Permitling System M= E3
File Maintain Search Window Help

s ==

Below the menu bar is a toolbar with six icons (the first four of which are shortcuts to options listed in the
drop-down menu under File in the menu bar).

Clicking the first icon allows the permit officer or processing agent to add a new customer file:

# Right of Way Permitting System | _ (O] x]
File Maintain Search Window Help

RECERE

The second icon allows the permit officer or processing agent to open an existing customer file:

# Right of Way Permitting System H=] E3
File Maintain Search Window Help

EEEEEE

IOpen an existing customerl

07/01/03 6 ROWDyS USER’S GUIDE



Description of ROWDYyS Screens

The third icon saves changes made to the current window:

% Right of Way Permitting System _ [Of <]
Elle Maintain __§earch Window Help
s 5 =

|Save changes to the current window

The fourth icon allows the permit officer or Processing Agent to export the current application to MS-
Word for printing:

% Right of Way Permitting System =]
File Maintain Search Window Help

e -

Ol=|=a| <] s]

[Exportlhe current application to MS-Word for printing

The fifth icon, the Refresh button, when activated, saves changes made to the current application, and
reloads it from the database:

% Right of Way Permitting System | _ (O] %]
e Mainiain_Search Window_Help
Oz wlal¢|e]

|Refresh the current application from the database |

—> This function is not yet available for all aspects of the program. It was originally created to assist
when a processing agent, with a permit application on the screen, might be on the phone with a reviewer
who is submitting a review for that application. Without the Refresh button, the agent would have to close
and reopen the application to see the updated review by clicking on the Reviews Tab (see page 108).
Currently the Refresh button only works for permit applications and does nothing for other kinds of
windows. Therefore, except for circumstances such as the one just described, it might be better to develop
the habit of using the Save function to save all changes.
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Description of ROWDYyS Screens

The sixth icon displays the Help menu:

* Right of Way Permitting System H=1E
File Maintain Search Window Help

[Ela|a|c|w

MENU BAR

FILE

Clicking on File lists options for New, Open, Close, Save, Export, and Exit. Each option is discussed
below.

# Right of Way Permitting System == E3
Maintain Search Window Help
New ||| @
Open
Close
Save
Export
Exit

FILE NEW

Clicking File and New allows the permit officer or processing agent to add a new customer:

# Right of Way Permiltting System M= E
Maintain Search Window Help

S D8
Add a new customer
ose

Save
Export
Exit

If a customer contacts DOT&PF by phone or in person, and is unable to fill out the application from the
website, the permit officer or processing agent can complete the application from this screen, or can
access a blank application on DOT&PF’s Web site.
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Description of ROWDYyS Screens

File New (continued)

A New Customer blank application form is displayed:
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Description of ROWDYS Screens

File New (continued)

After entering the customer’s information:

* New Customer 1 [=] E3
Primary Contact ID: ﬁ * denotes required fields Jset o =
PhonelF ax format:
Sal. *First Name Ml *Last Name JriSriete. (999) 999-9993
| Vimmie [ IWihite | *Phone: [(307)789-9615
Title: | Fax
Verification Question is the guestion that you want Primary Contact Email:
the DOT to ask to help identify you as the account holder, |
e.g., "What is your mother's maiden name?".
"Werification Question: [middle initial
Verification Answer is your response to the question.
*Werification Answer. |E
Account Type: CompanmyOrganization: [Jim mie White
Individual ﬂ URL: l i
¥ Same as Mailing [¥ Same as Mailing
Mailing Address Physical Address Billing Address
* Address Line 1 * Address Line 1 * Address Line 1
{1170 Fritz Cove Road | |
Address Line 2 Address Line 2 Address Line 2
*City *ST *Zip * City *ST *Zp * City *3T *Zip
[uneau fak " [ag01 [ N [ |l
Contacts I A | | [
o | Narne Title Phone | Fax | Email |

Click the Save icon

* Right of Way Permitting System

_EJ. Attempting to close without saving displays this popup screen:

Choosing Yes from the popup screen saves the application.

—> While this popup screen is available for most functions, there is at least one function that does not
include it (see page 88). Therefore, it is a good idea to always save any changes before closing a screen.
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Description of ROWDYS Screens

File New (continued)

Immediately after saving, a popup screen for entering the customer’s Initial Password is displayed. Enter
a password for the customer to use when accessing the Web site in the future:

# |pitial Password

@ Please enter new password for Jimmie White
[12345

oK | Cancell

Click OK.

If all required fields have been filled in, the customer’s name automatically appears at the bottom as a
Contact, with a computer-generated contact number. (The Primary Contact ID field at the top is also
computer-generated, but this information is not displayed until the program is closed and reopened.)

* New Customer ™ =1 E3
Primary Contact ID: ﬁ * denotes required fields B =
PhanelF ax format:
Sal. *First Name Ml *Last Name JriSriete. (999) 999-9999
[ bimmie pinite | *Phone: [(907)789-9615
Title: | Fax:
Verification Guestion is the question that you want Primary Contact Email:

the DOT to ask to help identify you as the account holder,
e.g., "What is your mother's maiden narme?".

*Verification Question:  [middle initial

Verification Answer is your response to the question.
*Verification Answer.  [E

Account Type: CompanylOrganization: L.Fimrnie White
Individual o URL: [
[¥ Same as Mailing [¥ Same as Mailing

Mailing Address Physical Address Billing Address

* Address Line 1 * Address Line 1 * Address Line 1

[1170 Fritz Cove Road | |

Address Line 2 Address Line 2 Address Line 2

* City *8T *Zip * City *8T *Zip = City *8T *Zip

buneau fax [aagon | . I i
Contacts el | £dg S | |

D | Name | Title | Phone | Fax | Email |
2669 |Jimmie White | 1(307) 789-9615 | ||

1=

To add a new customer, see page 14.
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Description of ROWDYS Screens

File New (continued)

At the same time, the following popup screen is displayed, assigning an ID number for the new customer
(this number is different than the Contact ID number, even though they are for the same person):

% Customer 11604

@ New Customer created, ID is 11604

oK

Click OK. This displays the contact screen for this customer:

* Contact 2667 M =] X:

Customer Name: Wimmie White

ContactID: (2667 * Denotes required fields
- Reset Password
Mrimrs.Ms. = First ] *Last JriSrifete.

Narme: Mimmie IWhite *Phone: (999) 999-3989
Title: I(QEI?) 789-9615
| Fax (999) 998-9999
When contacting the DOT by phone or in person, the I
DOT will ask a question to verify you t. Please Email:

provide a gquestion and answer that are unigque fo you. |
" Verification Question is the question that you want

the DOT to ask to help identify you as the account holder,
e.g., "What is your mother's maiden name?".

[middle initial

*Werification Answer is your response to the question.
[

Permits and Applications e | Add | Reassigr |

PermitiD | Type Next Action Date Status | Region | Location |

This screen allows editing of the contact information or resetting the password.

At the bottom of the screen is an area that allows the permit officer or processing agent to add permits and
applications.
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Description of ROWDYS Screens

File New (continued)

Clicking Add displays the following screen:

* Right of Way Permitting System @

@ Please select Permit Type

Lane Closure [~

OK Cancel I

Use the arrow button to scroll to the type of permit being applied for.

Selecting a permit type and clicking OK displays the following application screen, with the customer’s
name and contact name automatically added at the top:

= Hew LCP Application

custorner: Himmin VWhite Contact: [immie White
“Application Status
AddDate: [ Last Update Date: [T Last Status Change: [T
Expiration Date: [ Customer Signature Date: | Region Dir. Sig. Date: [
swaws: [HIEEETT - | Processing agent: [ Mext Action Date: [
DOT TCF approval gate: [ Traffic Control Provider Signature Date: [

Trafiic Control Information

PhoneF ax format. (999) 899-9999
MName FPhone Fax =T
Traffic Control Provided By: [Police [;ao7y7e0-0855 |

24 Hour Traffic Control
Contact Person: | | |

Location
Reglon: [Southeast ~ Fermit activity location (nclude all routes which will be affected).
Main Street - Juneau I |
Reason for permit
Parade = |
=]
Schedule
Start Date: [06/30/2003 End Date {Uﬁaﬂ‘?ﬂﬂ:}
Schedule details (start times, ent times, days of the week, 1S, or daily etc.)
11:00 am Ll
|

Attachment Infarmation
i : wi ref

I Attachments are files and will be attached electronically

- Traffic Control Plan (REQUIRED) - Proof of Insurance - Letter of non-objection from each - Permitauthorization from
impacted construction project affected municipalities —

Enter the applicable customer information, and indicate that the application is in Initial Status.

> The system will accept a date only if it is entered as MM/DD/YYYY, i.e. 01/24/2003. This format
applies whenever a date field is provided.

=]

After all required fields are entered, click the Save icon

ROWDyS USER’S GUIDE 13 07/01/03



Description of ROWDYS Screens

File New (continued)

The following screen is displayed, assigning an application ID number to the application:

® |.CP 12057 %]

Click OK, then close/exit the application. This returns the Contact screen. Closing/exiting the Contact

-
@ News application created, ID is 12057

screen returns the Customer screen.

* Customer 11604

I =] E3
Primary Contact ID: 667 * denotes required fields Reset Password ] -
PhonefFax format:
Sal. *First Name Mi *Last Name JriSriete. (999) 999-9999
| birarie jwnite [ *Phone: |(907)789-9615
Title: | Fax:
Verification Question is the question that vou want Primary Contact Email:
the DOT to ask to help identify you as the account holder,
e.g., "What is your mother's maiden name?".
“Verification Question:  [middle initial
WVerification A is your r to the question.
*Verification Answer.  |E
Account Type: CompanyOrganization: Himmie White
R |
[¥ Same as Mailing [+ Same as Mailing
~Mailing Address ‘Physical Address ‘Billing Address
* Address Line 1 * Address Line 1 * Address Line 1
[1170 Fritz Cove Road | |
Address Line 2 Address Line 2 Address Line 2
* City *ST *Zip * City *ST *Zip * City 8T *Zip
Duneau laic [ao801 | |l [ [
Contacts [ Add [ ‘
D Narne Title | Phone Fax | Ernail
2667  Jimmie White 1(907) 789-9615 | |
2=

To add a new customer, click Add at the bottom of the customer screen.

07/01/03
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Description of ROWDYS Screens

File New (continued)

This displays the following screen:

* New Contact

Customer Name: Lllmrnle White |

Contact ID: ]286? * Denotes required fields
Reset Password
Mr./Mrs./Ms. * First Ml *Last JriSrfetc.
Name: | | i *Phone: (399) 999-3999
Title:
| Fax: (998) 999-9999
‘When contacting the DOT by phone or in person, the [
DOT will ask a question to verify you account. Please Email:
provide a question and answer that are unique to you. !
* verification Question is the tion that you want

the DOT to ask to help identify you as the account holder,
2.0, "Yhat is your mother's maiden name?".

I

[

n Answer is your response to the

Permits and Applications pen | Add [ |
Permiti | Type Next Action Date Status Region | Location |
Al
=
Enter the contact information:
| = [=] E3 |
Customer Name: Mimmie White I 1
Contact 1D: i!BB? = Denotes required fields R e
Mr.iMrs./Ms. = First Ml *Last JriSriete.
Name: | |ary [Mew [ *Phone: (999) 999-9999
Title: (907) 789-9615
| Fax (999) 999-9999
When contacting the DOT by phone or in person, the
DOT will ask a question to verify you account. Please Email:
provide a question and answer that are unigue to you. |
* Verification Question is the question that you want
the DOT to ask to help identify you as the account holder,
e.g., "What is your mother's malden name?".
|middle initial
" Werification Answer is your response to the question.
Permits and Applications SREN I Add | BSESESi] |
Permit ID | Type Mext Action Date Status Region | Location |
e -

Click the Save icon

ROWDyS USER’S GUIDE 15
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Description of ROWDYS Screens

File New (continued)

The following popup screen is displayed for entering the contact’s password:

® |pitial Password

® Please enter new password for Gary New

oK Cancel |

Enter the password:

® |npitial Password @

@ Please enter new password for Gary New
|asdfg

OK Cancel |

Click OK. This displays an ID number for the new Contact

*® Contact 2668

!

@ New contact created, ID is 2668

Click OK, then close the Contact screen.
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Description of ROWDYS Screens

File New (continued)

The system adds the new contact information, but it isn’t displayed on the Customer screen until that
screen is closed and reopened.

Primary Contact ID: Eaar * denoles required fields Resel Password | =
PhonelFax format:
Sal. *First Name Ml *LastName JriSrfete. (999) 999-9999
[ Mimrmie hainite [ *Phone: [807) 78-615
Tile: [ Fac |
Verification Question is the question that you want Primary Contact Email:

the DOT to ask to help identify you as the account holder,
£.9., "What is your mother's maiden name?".

“Verification Question:  |middle initial

Verification Answer is your respanse to the question.
“Verification Answer,  |E

Account Type: Company/Organization: pimmie White

Individual ¥ URL: |

[v 8ame as Mailing [v Same as Mailing

Mailing Address | rPhysical Address- | [ Billing Address

* Address Line 1 * Address Line 1 * Addrees Line 1

(1170 Fritz Cove Road (1170 Fritz Cove Road [1170 Fritz Cove Road
Address Line 2 Address Line 2 Address Line 2

* City *8T *Zip *City *ST *Zip * City *ST *Zip

].Juneau W [99801 puneau [A_K_ I@QBN lluneau ﬁ(— 199301

Contacts I Add | | [

1D Name Title Phone Fax [ Email
2667 Jimmie White (807) 789-9615 | | |
2668 Gary New (907) 789-9615
s
ROWDyS USER’S GUIDE 17 07/01/03



Description of ROWDYyS Screens

FILE OPEN

Clicking File and Open allows the permit officer or processing agent to access existing customer files:

% Right of Way Permitting System

Clo=a

chpen an existing customer]

Export
Exit

Customer Search

Choosing the File Open option displays the Customer Search screen:

% Cuztomer Search

Typa: | j Search |
Custormer 10 I Contact |0
Mew Search |

Custarner Narme: |

Contact Last Name: |

Custa.. Type | Hame | cio | Contact Narme |
5
|

e CUEtEmer Cpen Contact Cancel |

This is the most efficient way to locate a customer because it isn’t necessary to have the Customer ID
number, which is required when using the Search by Customer function (see page 18). The File Open
function allows the permit officer or processing agent to search the customer database by Type of Permit,
Customer ID, Contact ID, Customer Name, and Contact Last Name.

——> This is a search of the Statewide Customer database. The names are not sorted by location because

a customer may do business or want a permit in an area of the state other than where their primary home
or business is located. The applications are listed chronologically with the most recent application at the
top.
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Description of ROWDYyS Screens

File Open (continued)

By filling out one or more of the blanks and clicking Search, the customer database may be accessed.

> The more blanks that are filled out, the narrower the search.

Clicking the arrow button beside Type displays a new menu to select the customer type by Individual,
Organization, Commercial Firm, or Government Agency.

% Customer Search E3

Type: ll Search I
Individual

Custor oy qanization ntact ID: |
Lk I_ . New Search I
Commercial Firm

Government Agency

Contact LastName: |

Custon

Custo... Type | Mame | cio | Contact Name |

)

Gpen Custarier GpeniGanact Cancel

Highlighting Individual and clicking Search displays a list of all Individual Customers:

® Customer Search E3 |
Type: |Indiidual =l

Customer ID: | ContactID: |
New Search I

Customer Name: |

Contact LastName: |

custo...| Type Name | cio | Contact Name

10001 _individual Test User _ 1001 TestUser _ 4]

10002 |Individual Rick Kauzlarich 1002  [Rick Kauzlarich

10003  |Individual Fred Thorsteinson 1003 |Fred J Thorsteinson

10004 'Ind'w_i_q_ual Colleen Ackiss _‘l__@_l]_:;_i_@_p_ll_gen Ackiss

10020  |Individual Sheryl Confused 1020 E_Sheryi S. Confused

10021 [Individual Shawn Watson [1021 " |Shawn Awatson

10060 |Individual dill pickiw {1060 |dill pickiw

10061 |Individual dill pickle 11061 [dill pickle v
Gpen custanier GEencantact Cancel
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Description of ROWDYS Screens

File Open (continued)

To change the Customer Type, click New Search, click the arrow button beside Type again, highlight
Organization, Commercial Firm, or Government Agency, and click Search. The database listing of all
customers in the selected customer type will be displayed. Scroll through the database until the name

sought is found, and highlight it:

# Customer Search

=

Tye: [Individual

Customer ID: I Contact ID: |

Customer Name: I

Contact Last Name: |

Search

[ wgeareh |

Custo... Name

CID Contact Name

Test User
auzlarich
Fred Thorsteinson

10001

Individual

10003 |Individual

Test User
Rick Kauzlarich

1003 [Fred J Thorsteinson

10004 |Individual Colleen Ackiss 1004 |Colleen Ackiss

10020 |Individual Sheryl Confused 1020 |Sheryl S. Confused

10021 |Individual Shawn YWatson 1021 |[Shawn AWatson

10060 |Individual dill pickhw 1060 |dill pickiw

10061 |Individual dill pickle 1061 |dill pickle h

| Open Customer Open Contact

Cancel

Click Open Customer, and that customer information screen will be displayed:

* Customer 10002 —10] X|

=

Verification Guestion is the question that you want
the DOT to ask to help identify you as the account holder,
e.q., "What is your mother's maiden name?".

“Verification Question: [what is my zip code?
Verification Answer is your response to the question.
*Verification Answer: (99801

I Primary Contact ID: 002 *denotes required fields Reset Password |
PhonelF ax format:
Sal. *First Mame Ml *Last Name JriSrretc. (999) 999-9999
| |Rick | Kauzlarich | *Phone: [(907) 465-6962
Uil | Fax: |
Primary Contact Email:

|ril:k_kau2.larich@dat_state_ak.us

Account Type: CompanyiOrganization: [Rick Kauzlarich

Individual |

URL: |

[~ Same as Mailing
~“Physical Address
* Address Line 1

rMailing Address-
* Address Line 1

[~ Same as Mailing
Billing Address
*Address Line 1

|3132 Channel Dr
Address Line 2

{3132 Channel Dr
Address Line 2

|3132 Channel Dr
Address Line 2

L =
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Description of ROWDYS Screens

File Open (continued)

Entering just the Customer ID number and clicking Search displays the following screen:

:
Type: ! K2
Custorner ID: |10004 Contact ID: |
New Search |
Customer Name: |
Contact Last Name: |
Custo... | Type Name CID Contact Name
10004 [Individual Colleen Ackiss 1004 |Colleen Ackiss -

~ontact Cancel

Entering just the Contact ID number and clicking Search displays the following screen:

® Customer Search @

Type: l LI
CustomerID: | ContactID: [2664
New Search

Custorner Name: |
Contact LastName: |
Custo... | Type Name ciD Contact Name
11603 |Individual Billie New 2664 |Gary New | |

|

2 Cancel
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Description of ROWDYS Screens

File Open (continued)

Entering just the Customer Name and clicking Search displays the following screen:

|[ Primary ContactiD:  [{@02 | *denotes required fields ResetP q =
[ bt PhonefFax format:
Sal. *First Name L] “Last Name JriSrietc, (999) 999-9999
| [Rick f [Kauziarich | *Phone: [(907) 465-6962

Title: | Fax |

Verification Question is the question that you want Primary Confact Email:

the DOT to ask to help identify you as the account holder, |rick_kauzlarich@dot state.ak us

.9, "What is your mother's maiden name?",

“Verification Question:  fwhat is my zip code?

ifi Is your resp 1o the g

*Verification Answer:  |99801

Account Type: Companyiorg |Rick K

Individual = URL: l

|~ Same as Mailing [~ Same as Mailing

Mailing Address Physical Address Billing Address

* Address Line 1 * Address Line 1 * Address Line 1

|3132 Channel Or [3132 Channel Dr [3132 Channel Dr

Address Line 2 Address Line 2 Address Line 2

| | |

* City *8T *Zip * City *8T *Zip * City *ST “Zip

Huneau k™ [ogs01 Duneau P TE luneau fak [a9a01

Contacts | Add | | ENEROTIEY I

D Name | Title | Phone | Fax | Email

1002  |Rick Kauzlarich | |(907) 465-6962 | [rick_kauzlarich@dot state.akus | |
= |

Entering just the Contact Last Name and clicking Search displays the following screen:

* Customer Search [g

e | =

Customer ID: | ContactiD: |
New Search
Customer Name: |

ContactLast Name: [User

Custo... Type Name cID Contact Name
10001 |Individual Test User 1001 [TestUser = |
11164 |Individual Test User 2244 TestUser
11166 |Individual Validation User 2246 |Validation User
|
tarmer Open Contact Cancel
07/01/03 22
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Description of ROWDYyS Screens

File Open (continued)

Clicking on the name at the bottom of the screen activates the Open Customer and Open Contact buttons:

® Customer Search E3
I [~
Type:

0ustumer|D:I Contact ID: |
New Search I

[Rick Kauzlarich

Customer Name:

Contact LastName: |

Custo... Type Name CID Contact Name

Ric

K
Open Customer Open Contact Cancel
Clicking Open Customer brings up the customer information screen:
® Cystomer 10002 =] E3 |
Primary ContactD:  [1002 * denotes required fields RecelPecenord | —
PhoneiFax format
Sal. *First Mame Ml *Last Mame JriSriete. {999) 999-9999
[ [Rick | [Kauziarich [ *Phone: [(907) 465-6962
Title: [ Fax
Verification Question is the question that you want Primary Contact Email:

the DOT to ask to help identify you as the account holder,

rick_kauzlarich@dot.state.ak.us
e.g., "What is your mother's maiden name?".

“verification Question:  fwhatis myzip code?
Verification Answer is your response to the question.
*Verification Answer. |99301

Account Type:
[Individual ~|

CompanyOrganization: ERick Kauzlarich

URL: | =

[~ Same as Mailing [~ Same as Mailing

Mailing Address
* Address Line 1

Physical Address
*Address Line 1

Billing Address
*Address Line 1

[3132 Channel Dr

[3132 Channel Dr
Address Line 2

[3132 Channel Dr
Address Line 2

Address Line 2

| £
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Description of ROWDYyS Screens

File Open (continued)

Clicking Open Contact displays the contact information screen:

|# contact 1001 = =1 E3 |
‘ Customer Mame: h‘est User
Contact ID: hOM * Denotes required fields
MriMrs s, ~ First Ml *Last JriSriete.
Name: | [Test [ [user [

Title:
‘When contacting the DOT by phone or in person, the
DOT will ask a to verify you t. Please Email:

pravide a question and answer that are unigue to you.
" Verification Question is the question that you want

the DOT to ask to help identify you as the account holder,
2.0, “Whatis your mothers maiden name?".

Reset Password

*Phone: (999) 999-9999

I(‘Ql}?) 555-1111

Fax (999) 999-9999

——

|andrew_keeffe@dot state.ak.us

ffoo
*Werification Answer is your response to the question.
fbar
Permits and Applications | Add | IREABEIaT ‘
permitin | Type | Next Action Date Status Region Location
10078 _|LCP _|Inifial Status _ |Southeast Testfor the localio... | +f |t
10077 DWW In Review |Southeast sor inthe ...
10025 |LCP |Initial Status |Southeast Antivirus Test -- Thi...
10022 DWW \Initial Status !Sotrtheast 4th and Maindth an...

Clicking New Search blanks out the information in all the fields in the top of the screen, but not the
information in the bottom half. The bottom changes only when new information is entered in one of the
fields at the top and Search is clicked. Then the new customer number, type, name, Contact ID, and

Contact Name will be displayed in the bottom half.

When the desired file is open, the permit officer or processing agent can edit customer information (such
as changing or adding contact information, or changing the customer’s password) at the customer’s

request. Any of the fields may be filled in or changed.
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Description of ROWDYyS Screens

FILE CLOSE

Clicking File and Close closes the file that is open:

-’_ R_ighl of Way Permitting System
AN Maintain  Search Window Help

New @l G[8

Open

Save [¢
Export
Exit

ose the current window

FILE SAVE

Clicking File and Save saves the file after data have been changed or new data entered:

_’_ Right of Way Permitting System

E.Rpol Save the current window

Exit I

FILE EXPORT

Clicking File and Export opens MS Word to allow the transfer of the application to a Word file so that it
can be printed for signature after the permit is approved:

#® Right of Way Permitting System
AW Maintain Search Window Help

Open
Close

Exi |E><pon the current application to MS-Word for printing
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Description of ROWDYyS Screens

FILE EXIT

Clicking File and Exit exits the ROWDyS program:

% Right of Way Permitting System
@Y Maintain Search Window Help
New &S| 8
Open
Close
Save
Export

Exit the systemn

MAINTAIN

On the upper toolbar, clicking Maintain displays a menu with options for Provisions, Routings, Review

Groups, and Fees:

® Right of Way Permitting System
Eile ﬂdmnm Search Window Help
|gl_[ Provisions

Routings

ReviewGroups

Fees

—> Only permit officers have access to these maintenance functions.
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Description of ROWDYyS Screens

MAINTAIN PROVISIONS

Clicking Maintain and Provisions allows the permit officer to add or change provisions in the
ROWDYyS catalog of provisions

# Right of Way Permitting System H[=]
File LElil Search Window Help

Jul};

B—""“"gslﬁ\dd or change provisions in the catalog |
ReviewG

Fees

Choosing this option displays a blank screen with a field for entering Application Type:

*® provisions = =1 ES
Application Type: | LI
Seq I Mame | General | Inacllvel
=]
=l
CIEER e e
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Maintain Provisions (continued)

Description of ROWDYyS Screens

Clicking the arrow button beside the blank box displays a list of permit types:

= Provisions

Application Type:

Seq |

Lana Closure
Highway Event
Drivewway f Approach Road

Tourist Criented Direclional Sign

Recreational and Cultural Interest Siagn

Loga Sign
Memorial Slan
Tourist Information Kiosk

| General | Inactve|

B = I

Al

Clicking one of the permit types displays a screen showing the provisions for that type of permit and
indicating whether the provisions are General Provisions or Inactive Provisions. The following screens
show a portion of each list of provisions to be inserted in the body of the permit for each type of permit.

Lane Closure Permit

* Prondsions

Epalication Twne:

Sen Kame canaral |Inacie
S Rewralon N CEC
il |Repainng Dacsaged s, s fa
15 |HoldHzmless eg (]

20 [Highwsy Inteterence Yoz ha
25 Fermil on Sita Tas [l
20 |[Emengancy Vehida Access ras o
25 TCP Responsibilite Vi i
40 Sien Lamuls Yas [ Ll
dE Eresalnl S leos - T kL=
HHEn Add
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Description of ROWDYyS Screens

Maintain Provisions (continued)

Highway Event Permit

= Prowisions

application Tyne:  [Highway Evant =
Eeq M & Ganaral | Inacdie
3 Revacalian T 2o |
10 |Eald Hamless a5 Mo
15 |Hghwsy Inbefensnce a5 Mo
20 |Permil onEie i Mo
75 |Emerpency Vehioe ACCess TR ol
FH |Laws and Devicss i Ho
35 |ParkedVehlcles a5 Mo
40 [Epectabor Localion =) Hio
LE ||"'.-'\.'r_.-'\-l:|'ul-|i-'\m Ci-n-mTl"' ml--r\-'\—:-'\-l\ir-m (el i ﬂ
GIfary Adi |

Driveway or Approach Road Permit
Prindsoans

Aopileaan Tpa: | Drivewsy ] Aparosth Rosd =]

| sag | Mame | Geners | Inacive
5 Rmiatian WS M "‘l
10 |Rensirof Danransd llems. Ves M

15 |Hofd Harmitass s M

0 |Higkeay Imafarenee TES M

15 |Parrt on Sile Thes Pl

i Limialions les My |
15 |Roadsids Acdhity s M

an Cleanng VeEs I

A5 I amdise Dasneenl A Ihin _']

Y | Aod
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Maintain Provisions (continued)

TODS
® Prodsion s
pplication Typs: | Touns Grienled Cirections S4n
Faq | Mame | zanaral |[nactive
5 pialalion I I =|
10 |Repair of Damaned llems Vas (o]
15 Hold Hanmi=ass Tas [@h]
20 Kairtain Facililiez e Sh]
L] Pl DuralicnR erimess! 'es hin
S0 [Licenses |ras Gl
35 Sign Condrachor Tas [&h]
40 Sien Responsiaility o [oH]
di Mullirf~ Oinm Dasnl~Cnk ~A D i kin j
e Add
RCIA
® Drenisions
Applleation Type:  |Fecceational and Cultural Interaat Sign )
Sa0 Mame General ||[nactive
] Pénlation - Vas W -
10 |Repalrof Damaged Nems Fas Mo
i5 Hald Haipless et [h]
M |Kairdain Facililins es (0]
25 |Pemilt CuratonRenes L _|MD
a0 |Licenzes ras Mo
25 |Sion Cordractar Yo o
40 |Sign Responsiilite 5] o =
4z SDleaen Emlor Ao T kirn J
G PETT Al
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Description of ROWDYyS Screens

Maintain Provisions (continued)

Logo Sign

= Provisions

Application Type:  |Logo Sign

Memorial Sign

® Prandsions

San Hame | General |sative
5 fwalalicn ) o |
10 |Repair ol Damaged Bems ins i
1% Hold Hamless TS R
20 |Pesmill CurallandRaneaal Yes Mo
23 |Licensas ] es Mo
20 |Moadeiions Improemeanks YEE Mo
£]2 Busingss Closue Yis ko
4+ |Change of Business (amBrshim ias o
Ao Do InmA=llnHeoew Fikaile Pl kim :I
A | | B I

ppplication Type:  [Merarisd Sign

gan | Mamg | Genaral |inactive
400 [IMACTIVE dusvery provision recard Mo [fas a
00 (IMACTIVE diarrrsy promision recand M T
200 |IMASTIVE darmerer ariwisian riecond [ [x] (]
08 [IGETIE durnnes promigian racond Mo Vas
400 (IMACTIYE dusmmir arovdSion reeand (Mo it
400 IMNACTTYE dusveny arosiskom recond i o] a2

100 [IMSCTIVE sy prosision recond [y [u] E=F

00 (IMACTIVE diarrriy promisian recond e Yes
AN ik ATHIE shermeeer neraeinn rne e rrlim Ve j

v Agd I
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Maintain Provisions (continued)

Tourist Information Kiosk

® provisions

Application Type!

Tounsl Inlternaban Kiask

EEq Mamp Goaperal |l
5 Aialation TYas Mo -
il Repair ol Darmaged Neqrs == Mo
14 Holgd Hawnless i Mo
20 |Kaintain Facililies Yas ]
23 Pemnit DurabionRenevwsd TR [&h]
20 Licenzes ras Mo
35 Cardiaciar fas ha
40 Klosk Basnonsibilng Yas Mo
.JE TN Al ks s s b, = klir :I
GIEET I Aldd

Highlighting a listed provision displays the text for that provision in the box at the bottom, and activates
the Open button:

* Provisions

I [ 3 |

Application Type: JLane Closure

Name

Revocation
10 |Repairing Damaged ltemns.
15  |Hold Harmless

20 |Highway Interference

25 |Permit on Site.

30 |Emergency Vehicle Access

40 [Sign Layouts _

AR Crarial Cironn

Yes [No

Yes [No

Yes INo

Yes INo

Yes [No

Yes  |No

Yes M

e L

revocable by the State.

{This Permit is not a property right but a temporary authorization,

Open | Add

07/01/03
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Description of ROWDYyS Screens

Maintain Provisions (continued)

Clicking Open allows the permit officer to edit the text:

® |ane Closure Provision Edit

Pravision |D: |51

Sequence: ]5

Provision Name: |Revocation

v General [ Inactive

is Permit is not a property right but a temporary ;|
authorization, revocable by the State.Small addition.

OK

Cancel

Clicking OK adds the change; however, the revision is not displayed until the provision is again

highlighted.

Application Type:  |Lane Closure ~|

Seq Name
Revocation

Inactive

General

10 Repairing Damaged ltemns. Yes No

15 Hold Harmless Yes No

20 Highway Interference Yes No

25 Permit on Site Yes No

30 |[Emergency Vehicle Access Yes No

35 |TCP Responsibility Yes  |No
40  |Sign Layouts Yes No Ll
AR Crnacial Cianes Ve A~

revocable by the State. Small addition

Open |

This Permit is not a property right but a temporary authorization,

Add
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Maintain Provisions (continued)

Clicking Add at the bottom of the Provisions screen displays the following screen that allows the permit
officer to add a new provision:

% |ane Closure Provision Add E3
Provision ID: | Seguence: I

Provision Name: ]

[~ General [ Inactive

oK Cancel

To add a provision, enter a new sequence number, a provision name (identified as a General Provision or
an Inactive Provision), and the provision text.

* Lane Closure Provision Add >

Provision 1D: I Sequence: ||a

Provision Name: !Timg Extension

I~ General [~ Inactive

[To extend time limit ;l

Ok Cancel |

Click OK to add it.

When all provisions have been added, click the Save icon E or choose Yes from the popup screen
that appears if attempting to close the screen before saving changes.
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MAINTAIN ROUTINGS

A Routing may include one or more review groups. A review group may include one or more people.
Routings and review groups have been established within ROWDyS as appropriate for each type of
permit for each area of the state. The use of these groups ensures uniform review of applications
statewide.

Clicking Maintain and Routings allows the permit officer to add, change, or delete a review routing:

Big_ht of Way Permitting System
e WIENETM Search Window Help

| 3¢ Provisions ‘

Re\nequdl change, or delete review routings

Fees ]

Choosing this option displays a list of application Review Routings:

#® Review Routings ™ =] B3
Routings ~Routing Stops
Narme Seq Name Review Group |
Central_ = 4
Southeast ..

Central Hwy Signs - Mat-Su
Central Hwy Signs - KPB
Central Hwy Signs - Anchorage |
Central Driveway - MatSu____ |

Northern | =l
Central Driveway - KPB ?

Central Driveway - Anchorage |
Central HEP - Mat-Su |
Central HEP-KPB |
Central HEP - Anchorage i | T | e |
Central LCP - Mat-Su :

Central LCP - KPB
Central LCP - Anchorage ~Successors
Northern Driveway
[Northern HEP . Routing Stop | succession Type |
Northern LCP a|
Northern TODS/Memorial

Northern RCIALogo

Northern Kiosk !
Southeast Driveway =

{ Description:

New
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Maintain Routings (continued)

Clicking New at the bottom left of the Review Routings screen allows the permit officer to add a new
Routing:

% Review Routings E3

@ Enter new Routing Name

oK Cancel |

Enter the new Routing Name:

# Review Routings

@ Enter new Routing Name
[Billie

oK Cancel |

Click OK. A new screen is displayed that states: “Please select a Review Group for the first routing stop
of the new routing”:

* Review Routings @

@ Please select a Review Group for the first routing stop of the new routing
Aaron Brown ﬂ
Amanda Gelhouse
‘Andrew Keefie
Arl Spencer
Billie Wilson
Central Design
Central M&O - Anchorage
Central M&0 - KPB
Central M&O - Mat-Su
Central Plannin a- Anchorage -:]

0K | Cancel

07/01/03 36 ROWDyS USER’S GUIDE



Description of ROWDYS Screens

Maintain Routings (continued)

Scroll through the list and highlight the name wanted for the first Routing Stop:

® Review Routings @

[’;‘?) Please select a Review Group for the first routing stop of the new routing
Central Regional Director ;I
Cenfral Traffic
Central Traffic Safety |
Christina Debattio
Cannie Horton
Dawn Hancock
DeeDee Rager
Gary Tyndall
Gary Wilson ~|

carea |

Clicking OK adds the new Routing and the selected Review Group to the Routing Stops box:

Routings Routing Stops
Name |

Central HEP - Mat-Su L]
-KPB

Seq Review Group

CP-
Central LCP - KPB
Central LCP - Anchorage

Norhern Driveway | =
Morthern HEP

Description: |

MNorthern RCIALogo |
Northern Kiosk | Add I Boen ‘ T |
Southeast Driveway

Southeast HEP
Southeast LCP | Successors
Southeast TODS |
Southeast RICA Routing Stop Succession Type [

Southeast LOGO | ;l :
Southeast KIOSK 2 |
Southeast Memorial
WAl ROUTE

The system assigns a sequence number of 10 to the first Routing Stop, 20 to the second, 30 to the third,
etc. Later, additional Routing Stops may be added in whatever sequence is desired (for example, a
successor could be added with a sequence number of 15, so that the Successor Routing Stop would be
between the original first and second Routing Stops).

When all new Routings have been added, click the Save icon E or choose Yes from the popup screen
that appears if attempting to close the screen before saving changes.

The changes are not displayed until after the screen is closed and reopened.
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Description of ROWDYyS Screens
Maintain Routings (continued)
Clicking on a Routing displays a list of Routing Stops for that Routing. In the example below, each time

an application for a sign within the Anchorage area is routed to Central Hwy Signs—Anchorage, each of
the Routing Stops listed automatically receives the application for review.

* Review Routings

Routings ~Routing Stops
Name Seq | Name Review Group
Central _ = 10 [Central Traffic Central Traffic |
Southeast 20 |Central M&O- Anchorage |Central M&O - Anchorage
Central by Bigns - Mgty 30 __|Central Planning - Anchorage |Central Planning - Anchorage.
Cenlral Hvsy Signs - KPB 40  |Central Regional Diracior  |Central Reglonal Diracior
Central Dramzway - Iat-Su
MNorthern ;l

Central Dreveway - KPB
Cenlral Drtnrway - Anchorage
Central HEP - i3%-Su

Central HEP - KPB

Cenlral HEP - Anchorage Add |
Central LCP - Mat-Su

Central LCP - KPB
Ca_nlr_all LCP -_\ﬁp__c_horage ~Successors
Northern Drivewsay
Northern HEP Routing Stop | Succession Type r

Northern LCFP a| —
Northern TODS/xlemonal i I
Northern RCWLogo

Norhern Kiosk
Sautheaast Driveway _:|

[ ]

Description: I

Open | Hemura |

Clicking Add in the middle of the screen displays a screen where the permit officer may add a new
routing stop by filling in the fields for Routing Stop Name, Sequence Number, Review Group (using the
arrow button to scroll through the list of available groups) and a description of the Routing Stop:

* Routing Stop Add @

Routing Stop Name: {Central ROW

Seq: f1 5

Review Group: [Billie Wilson =

Description: [Test

oK | Cancel

Click OK and the new Routing Stop information is added to the list.
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Maintain Routings (continued)

When all new Routing Stops have been added, click the Save icon

Description of ROWDYS Screens

screen that appears if attempting to close the screen before saving changes.

Highlighting a name in the Routing Stops box activates the Open button:

® Review Routings

EJ or choose Yes from the popup

Routings

~Routing Stops:

Name

Seq

Central

Southeast

Central Hwy Signs - Mat-Su

20

Name

Central Traffic

Central M&O - Anchorage

Review Group
Central Traffic
Central M&O - Anchorage

Central Hwy Signs - KPB

Central Hwy Signs - Anchorage
Central Driveway - Mat-Su

30
40

_|Central Planning - Anchorage

(Central Planning - Anchorage

Central Regional Director

Central Regional Director

Northern

Central Driveway - KPB

Central Driveway - Anchorage

Central HEP - Mat-Su

Central HEP - KPB

Central HEP - Anchorage

Central LCP - Mat-Su

Description:

Add |

Central Traffic

Central LCP - KPB

Central LCP - Anchorage

Northern Driveway

Successors-

MNorthern HEP

Northern LCP

Routing Stop | suce

ession Type |

Northern TODSiMemarial

Northern RCIALogo

Northern Kiosk

Southeast Driveway

MNew

]

Add

Clicking Open displays a screen that allows the permit officer to edit information regarding a Routing

Stop:

* Routing Stop Edit Ead

Routing Stop Name: [Central Traffic

Seq:

Review Group:

S —

Central Traffic

Description:

Central Traffic

oK Canc

el
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Description of ROWDYS Screens

Maintain Routings (continued)

Clicking the arrow button beside the Review Group field displays a list of all Review Groups:

* Routing Stop Edit r;]

Routing Stop Name: [Central Traflic

Seq: [10
Review Group: [Central Trafiic =
r -KP ==
Descrition: |C21al MEO - KPB

Central M&O - Mat-Su

Central Planning - Anchorage

Central Planning - KPB

Central Planning - Mat-Su

Central Prel. Design and Environmental
Central Regional Director

If a Review Group from this list is highlighted and clicked

* Routing Stop Edit @

Routing Stop Name: [Central Traffic

Seq: |10
Review Group: [Central Traffic =l
Art Spence e
DBSC"D“OH: = :

Billie 30N
Central Design
Central M&O - Anchorage

Central M&O - KPB

Central M&O - Mat-Su

Central Planning - Anchorage

Central Planning - KPB -

it changes the Review Group for this Routing Stop:

# Routing Stop Edit X

Routing Stop Name: |Central Traffic

Seq: |1 0

Review Group: [=l{[IERGTIER)

Description: |Central Traffic

0K I Cancel
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Description of ROWDYS Screens

Maintain Routings (continued)

Click OK and the new Review Group is displayed for that Routing Stop (after closing the screen and
reopening it)

Routings | Routing Stops

Name Seq Name Review Group
Caniral = 0 Central Traffic Billie Wils
Souiheast = 5 20 |Central M&O - Anchorage  |Cenftral M&O - Anchorage
Conlrat Hwy Signs - Mat-Su 30 |Central Planmng Anchoraga entral Planmng Anchorags

Saniral B/ EEppa KPS 40 |Central Regional Director __|Central Regional Director |

Cenlral Dnveway Mat-Su

Northern =l

Central Driveway - KPB .
Central Driveway - Anchorage Description: |central Traffic

Central HEP - Mat-Su |
Central HEP - KPB
Central HEP - Anchorage
Central LCP - Mat-Su
Central LCP-KPB___
Central LCP - Anchorage Successors

Northern Driveway - |

Northern HEP Routing Stop Succession Type |

MNorthern LCP ]

Northern TODS/Memorial Add
MNorthern RCIALogo
Northern Kiosk

Southeast Driveway |~ Rarmove 1

Mew | _'.j

Remove |

To add a Successor Stop, click on a name in the Routing Stops box:

* Review Routings = =] E

Routings Routing Stops

Name Seq Mame Review Group
Contral = 10 Central Traffic > c

Southeast 20 \Central M&O - Anchorage - Anchorage

Central Hwy Signs - Mat-Su 30 \Central I_:_'I_annlng Anchoré_é_é Central Planr-flng Anchura_g-é

Centra Hwy Signs - KPB 40 CentraTliéE;TcFl_al Director Central Regional Director

Northern .L[
Contra 8:::22:3. Ancrorsgs Description:  [EZueral Trageie
Central HEP - Mat-Su
Central HEP - KPB
Central HEP - Anchorage Add |
Central LCP - Mat-Su

Central LCP - KPB
Central LCP - Anchorage rSuccessors
MNorthern Driveway il

MNorthern HEP Routing Stop Succession Type |

Northern LCP 7|

Northern TODS/Mermaorial Add
MNorthern RCIALogo
Northern Kiosk
Southeast Driveway ;'

Remove |

MNew
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Description of ROWDYS Screens

Maintain Routings (continued)

Clicking Add at the bottom of the screen next to the Succession Type field displays the following screen:

“ Add Successor to Central Traffic @

Successor Routing Stop: SR ey i ~ |

Succession Type: |Dispositioned -]

OK | Cancel |

Clicking the arrow button beside Successor Routing Stop displays a list showing each Routing Stop that
has been assigned:

“* Add Successor to Central Traffic

Successor Routing Stop: |Centra| ME&O - An... LI
Central M&O - Anchoracg

Central Planning - Anch
Central Regional Direct
nce

o] ance

Succession Type:

Highlighting one of the Successor Routing Stops and clicking OK adds the name to the Successors box as
a successor to the name highlighted in the Routing Stops box, but the information is not displayed until
the screen is closed and reopened:

* Review Routings = [=]
Routings Routing Stops
Name Review Group
Central = Central Traffic Central Traffic
Joutheast ________ - 20 |Central M&O - Anchorage ___|Central M&O - Anchorage
Central Hhyy Signs - Mat Su 30 |Central Planning - Anchorage |Central Planning - Anchorage
Central Hwy Signs - KPB 40 Central Regional Director Central Regional Director

Central Driveway - Mat-Su
MNorthern

Central Driveway - KPB
Central Drivewway - Anchorage
Central HEP - Mat-Su

Central HEP - KPB

Central HEP - Anchorage Add |
Central LCP - Mat-Su

Central LCP - KPB N
Central LCP - Anchorage Successors
MNorthern Driveway i
NorthernHEP Routing Stop Succession Type
MNorthern LCP Central M&0O - Anchorage Dispositioned ~|
MNorthern TODSMemaorial
MNorthern RCIALogo
MNorthern Kiosk
|\Southeast Driveway ;i Ren

New =]

Central Hwy Signs - Anchorage |

Description: icen\:.ral Traffic

Open | Remove
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Description of ROWDYyS Screens

Maintain Routings (continued)

When in the Add function, a dropdown field lists choices for Dispositioned or Approved:

® Add Successor to Gary | x|

Successor Routing Stop: |Biilie Wilson _j

Succession Type: |Approved L]

Dispositioned
0

Choosing “Dispositioned” allows every reviewer to see the application, based on routing. The status
assigned to the application by a reviewer does not control the routing.

Choosing “Approved” prevents the application from going to the next reviewer unless the initial
Reviewer has given it an "approved" ranking.
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Description of ROWDYyS Screens

MAINTAIN REVIEW GROUPS

To add or remove a review group member, the permit officer chooses Maintain and Review Groups

from the menu as shown here:

- Right of Way Permitting System

File BIEINCIUM Search Window Help
DI( Provisions
Routings

Fees :
——{Add OF rermove review group members

This displays a list of review groups by Review Group ID and Group Name, and it identifies the Primary

Reviewer for each group:

Review Group ID | Group Name | Primary Reviewer

180 Aaron Brown \&aran Brown N
341 |Amanda Gelhouse |amanda Gellhouse |
360 |Andrew Keeffe |Andrew J Keeffe

340 At Spencer :
15 |Central Design
10 _|Central M&0 - Anchorage
8 _(Central M&O - KPB
o I anteal MO Mat O

Members

User D Name

|

The Primary Reviewer is the person who receives the e-mail notice that an application has been assigned

to the review group. The review group may include one person or several people.
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Description of ROWDYyS Screens

Maintain Review Groups (continued)

Clicking New displays a screen that allows the permit officer to add a new Review Group.

@ Enter new Review Group Name

oK Cancel |

Enter the name:

@ Enter new Review Group Name
[New Group

OK Cancel |

Click OK.

A new screen appears with a blank to enter the User ID for the Primary Reviewer of the review group:

% Review Groups B3|

® Enter new Review Group Primary Reviewer User ID

|
[ ok | cancal |

Enter the User ID:

® Review Groups

@ Enter new Review Group Primary Reviewer User ID
[bwilson

oK | Cancel[
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Description of ROWDYS Screens

Maintain Review Groups (continued)

Click OK and the new review group will be added to the list, with the ID number assigned by the system:

When all new groups have been added, click the Save icon

Review Group ID Group Name Primary Reviewer | M New | |
U OO asir |uYIIIIIIB oraviaJar ;I
29 Southeast Traffic Safety Rick Purves
28 Southeast Ulilities Fred Thorsteinson Delete |
5 Southeastern M&0O Bob Palmer
6 Southeastern Traffic Safety Fred Thorsteinson
7 State Troopers Fred Thorsteinson
149 Sue Slifer Sue Slifer
120 WAl Test Paul Marrero |
400 New Group Billie Wilson v
~Members-

User ID Name |

Review Group ID Group Name Primary Reviewer | New |
~ SUUUTE AU 1Ay aviaoJo i
29 Southeast Traffic Safety Rick Purves —I
28 Southeast Utilities Fred Thorsteinson Delete |
5 Southeastern M&0O Bob Palmer
B Southeastern Traffic Safety Fred Thorsteinson
7 State Troopers Fred Thorsteinson
149 Sue Slifer Sue Slifer
120 WAl Test Paul Marrero

New Group Billie Wilson
~Members
UserID Name Add I
bwilson Billie Wilson |

EJ or choose Yes

that appears if attempting to close the screen before saving changes.

from the popup screen
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Description of ROWDYS Screens

Maintain Review Groups (continued)

Highlighting a review group activates the Add button, allowing the permit officer to add new members to

the group:

% Review Groups E3

® Enter new Review Group Member User ID

OK

Cancel |

Enter the User ID for the new group member:

® Review Groups

Enter new Review Group Member User ID

@

|gwi|son|
ok | cancel |
Click OK and the new review group member is added:
Review Group 1D Group Name Primary Reviewer New
L SO A SUT Tarinmny LFQVId T Tavy s
29 Southeast Traffic Safety Rick Purves —J
23 Southeast Utilities Fred Thorsteinson Delete I
5 Southeastern M& Boh Palmer
6 Southeastern Traffic Safety Fred Thorsteinson
7 State Troopers Fred Thorsteinson
149 Sue Slifer Sue Slifer
120 WAl Test Paul Marrero
New Group Billie Wilson E
~Members
User !D Name I; .................... K& .a— ................. il
bwilson Billie Wilson &
awilson Gary Wilson

When all new group members have been added, click the Save icon

screen that appears if attempting to close the screen before saving changes.

E or choose Yes from the popup
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Description of ROWDYyS Screens

MAINTAIN FEES

To add or change a fee, the permit officer chooses Maintain and Fees from the menu as shown here:

% Right of Way Permitting System M [=]

Eile QACTEIN Search Window Help
! mlf Provisions
i Routings

ReviewGroups

Add or change fees

This displays a screen with a blank for choosing Application Type:

® Fees [_[o]x]
Application Type: | LI
Saql Fee Type Arnount I Variable | General | Inactive I
=
Vihen to Pay:
HHEn | Al |
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Maintain Fees (continued)

Description of ROWDYyS Screens

Clicking the arrow button displays a list of the eight types of permits:

® Fees HEE
Applicaton Tyoe: [
Lange Clogure
Seq| Fligrsy Bvert b | General | inactve |
Drreweay S Approach Road =
Tounst Onented Disectional Sxgn
Recreadonal and Cullural irderest Sign
Logo Sign
Wemanal Sign
Tounst Information kiosk =
¥Vnen ta Par.

Clicking on one of the permit types displays the fee schedule for that permit. Screens for each permit

type are shown below:

Lane Closure Permit

Application Type

Seq

Fea Type

| Amount | vanable | General | iacime |

1 _.f-r:'lln:a'.h'_-'i Fiat

When 10 Pay

1000 [No ves No =
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Description of ROWDYyS Screens

Maintain Fees (continued)

Highway Event Permit
® Fpes I [=1 E3
Application Type:  |Histweay Event =
an[ Fee Type Amount | Wariahle | General | Inactive |
1 Application Fee {esg than 100 paricipant.. 0.0 Mo Mo Mo |A|
2 Application Fee (100 or more paricipants) [100.0 Mo Mo Mo
=
¥hen to Pay.
e Add
Driveway or Approach Road Permit
= Fees HEE '
Application Type: lDfiWﬂYmﬂprU“h Road Ll
Seq Fee Type | armount | Variable | Gereral | inactive
1 Woplication Fee Mo0.o Mo Yes Mo -
2 [Performance Deposit 5000 No No Mo
3___|Retainer_ [5000.0__[Yes lo Ma
¥When to Pay:

LHED | Add ]

> The Performance Deposit may be returned if the driveway is built to DOT&PF specifications.

——> The Retainer Fee may be an amount up to $5,000 for a commercial driveway, and staff review time
may be charged against it.
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Description of ROWDYyS Screens

Maintain Fees (continued)

TODS
* Fees H =1 E3
Application Type: Tounst Onented Directional Slgn “
Seu[ Fee Type | Amount | Yariable | General | Inactve |
1 lApplication Fee 1000 No Jves  No |4
2 |PermilFee |400.0 Mo fes fes
3 |5Year Renewal Permit Fee |300.0 Mo es [fes
VWhen ta Pay;
IHEr | Add |
RCIA
'® Fees _[O] =]

Application Type: IRecmaﬁunal and Gu]turallntmestSign;l

geq Fee Type Amount | Varlable | General | Inactive
1 Application Fee 1100.0 Mo Vas Mo ;l
2 Fermit Fee 400.0 Mo Ves Mo
3 Renewal Permil Feg 300.0 Mo es Mo

=
\When to Pay

o) =i | Add |
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Description of ROWDYyS Screens

Maintain Fees (continued)

Logo Sign
'*® Fees HE=E
Application Tvpe: |LU'EI'J Sign L‘
Seq Fee Type Amount | Variable I Genaral | Inactive
1 |apnplication Fee 1000 |Mo Yes Mo a
2 Permit Fee (State Installed) 45000 |No Mo Mo
1 |Permit Fea (contractor installed) 400.0 Mo Mo Mo
4 |5-Year Renewal Permit Fes (State install... [1000.0  [MNo Mo L] |
5 5-Year Renewal Permil Fee (contractor in...|300.0 Mo Mo Mo |
=
‘When to Pay:
GHER | Add ]
Memorial Sign
% Fpps 1 =1 E3 |
Application Tvpe: |I‘s19mu:urial Sign ;I
geq| Fee Type Amount | Variable | General | Inactive |
=]
When to Pay:
[TET | Add ‘
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Description of ROWDYyS Screens

Maintain Fees (continued)

Tourist Information Kiosk

= Fopg H = E3
Appllcation Type: jTuun'st Infarmalion Klosk :_'_I
Seq Fee Type Amount | Variable | General | Inactive |
1 |Application Fee 100.0 Mo ‘Yes Mo H
2  |PermitFee 400.0 Mo Lk Mo |
3 |5Year Renewal Permit Fee 300.0 Mo Yes Mo |
4 lINACTIVE 0.0 [Mo Mo [Yes i
=
Yhenlo Pay

4] 2| | Add |

Selecting a permit type activates the Add button. The permit officer may now add fees to this type of
permit.

> Only a fee authorized by DOT&PF regulations may be added to any permit.
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Description of ROWDYyS Screens

Maintain Fees (continued)

Clicking Add displays a screen where the Sequence Number, Fee Type, and Amount may be entered:

% |Lane Closure Fee Add | X]

Fee ID; ] Seguence: |

Fee Type: ]

ﬁ.muunt:] [ Variable [ | General | Inactive

|

OK | Cancel

There are also checkboxes to denote whether the fee is Variable, General, or Inactive. The Sequence

Number and Amount must be entered numerically.

Fill in the fields:
Fee ID: Sequence: 2
Fee Type: [Permit fee
Amount: ’1007 I~ Wariable [~ General [V Inactive
Testc feel ﬂ
=l
oK Cancel |
Click OK.
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Maintain Fees (continued)

Description of ROWDYyS Screens

This adds the new fee to the list of fees for this type of permit:

Application Type:  |Lane Closure =l
Seq Fee Type Amount | Variable | General | Inactive
1 |Application Fee 100.0 No Yes No |
2 Permit fee 1.0 No No Yes
When to Pay:

When all fee changes have been made, click the Save icon

that appears if attempting to close the screen before saving changes.

E or choose Yes from the popup screen
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Description of ROWDYyS Screens

SEARCH

Clicking Search displays a new menu to search by Type and Region, CDS Route, Processing Agent,
Customer, or HEP Applications (Highway Event Permit).

* Right of Way Permitting System

File Maintain EEEEIGOE VWindow Help

IDlﬁlﬂlg Type and Region
CDS Route
ProcessingAgent
Customer

HEP Applications

SEARCH BY TYPE AND REGION

Choose Search and Type and Region from the menu as shown here:

# Right of Way_ Permitting System

Flle  Maintain §& B Window Healp

| 4 Im’;l = | & i nd Region

CE]Search for existing permit applications by application type and region
Pr

gy

Customer
HEF Applications

This displays a screen with several blank fields. The more fields that are filled in, the narrower the
search.

& Type and Aegion Search ]
Fermit Application 10; | Search
Tyee: | =] Maw Search
Repion: | = I Customer made last update

Add Drate betwasn: I and

PermitiD | Type |Mestactio.| Ststus | Regwon | Lacation |

=]

HEEN Cancal l
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Description of ROWDYyS Screens

Search by Type and Region (continued)

Clicking Search without filling in any fields does a broad general search that displays the entire database
in descending order. The top portion of an example is shown here:

% Type and Region Search

Permit Application ID; |
Type. | ll e Search

Region: | = [ Gustomer made |ast update

Add Drate betwaean: and

FermitlD (| Type Location
. | | [raRE B w_Aj
12039 RCIA__ | Inifial Satus  Southeast  |[odidsal
12038 RCA Initial Status  [Southeast  |ag
12037 RCH.  [02/011 001 IIniljaI Statug  [Southeast  [aaa
12036 HEFP |inilizl Status  [Southeast  [redr
12035 HEP | In Review (Southeast  [asdfasdia
12034 HEP Inftial Status  [Southeast  |srdg
12033 HEF [Inilial S1atus  [Southeast  [jgnobhe =|

Cpemn Cancel |

The permit officer or processing agent may scroll through this list to find the application desired.

Enter the Permit Application ID number:

# Type and Region Search @

Permit Application 1D: 12045‘ Search |
Type: ] Li Mew Search |

Region: | | [~ Customer made last update

Add Date hetween: and I

PermitiD | Type |Nextactio.| Status Region Location |

EZ|

Cancel [
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Description of ROWDYyS Screens

Search by Type and Region (continued)

Click Search and the database lists only that application in the lower box:

® Type and Region Search m

Permit Application ID:  [12042
Type: | =l New Search
Region: | | [~ Customer made last update
Add Date between: and
PermitiD | Type | Ne)dAcIiu___| Status Region Location
12042 DW | |Iinitial Status  |Southeast  |ggwweeqaq =
=]

Cancel |

Highlighting that application activates the Open button at the bottom of the screen, and the application

may now be opened.

Click New Search and the boxes go blank again.

Clicking the arrow button beside Type displays a list by type of permit:

® Type and Aegion Search Ed

Parmit Appllcation D
Type:
Reqlon:

Add Date between;

—

El

Maw Search

Lane Closure

HiiHrwans Evarit

Diriveweay fApproach Road

[Taurisl Oriented Direclional Sign
Recreational and Cuttural Interest Sign

Loga Sign

Pemitin | Twe | N

Marmorlal Sign
1 ourist Infarmafion Kiosk

proer made last update

Search

Location | |
=
=

CpEn Cancel ]
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Description of ROWDYS Screens
Search by Type and Region (continued)
Clicking any one of these displays the entire database for that type of permit, a portion of which is shown
here:

® Type and Region Search @

Permit Application ID:
Type:  |Lane Closure = New Search |

Region: | | [~ Custormer made last update

Add Date hetween: ! and |

PermitlD | Type | NextActio... | Status Region Location
12056 LCP linitial Status  |Southeast  |JuneauD -
12055 LCP In Review Southeast |Intersection of Vanderbilt Hill Rd and Old Gl...|_|
12054 LCP Closed Central asdf
12049 LCP In Review Southeast |Juneau
12032 JLlop | _linitial Status__[Southeast _|dfhdfy
12030 LCP -‘Initial Status  |Southeast  |kimng
12021 LCP Initial Status  |Southeast |sadfas
11996 LCP linitial Status _ |Southeast |a v

Cancel

Clicking the arrow button beside Region displays a list of DOT&PF regions:

#® Type and Region Search @

Permit Application ID: | Search |

Type: ] LI New Search |
Region: | [~ Customer made last update
: Central
Add Date between: [\ o and |
Southeast

PermitlD | Type | Nexactio..| status Region Location |
&

Cancel |
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Description of ROWDYS Screens

Search by Type and Region (continued)

Highlighting a region and clicking Search displays the database for that region, a portion of which is

shown here:

# Type and Region Search

Permit Application 1D: ]
Type: | i New Search |
Region: iCentral E| [~ Customer made last update
Add Date between: ] and |
PermitID | Type | NextActio... Status Region Location
12054 LCP Closed Central asdf -
12039 RCIA Initial Status  |Central idfdsaf ]
12023 Dy Initial Status  |Central foo
12005 DY lin Review Central My House
11994 Dy Initial Status  |Central On Egan drive next to the ferries terminal
11993 Dy ]Iniiia[ Status  |Central iy beautiful description
11992 DWW lInitial Status  |Central Description
11991 D lInitial Status  |Central Description 20 |

| Cancel |

If the approximate date of the application is known, entering a beginning date and an ending date that
surround the approximate date narrows the search to only those applications contained between those

dates.
* Type and Region Search [E
Permit Application 1D: |
Type: | =] New Search |
Region: | =l [~ Customer made last update
Add Date between: |1 0/15/2002 and |211 5/2003
PermitlD | Type i Next Actio... Status Region Location

12048 TODS | Initial Status  [Northern ij

12047  |TODS | | __[Southeast

12046 RCIA |Southeast

12043 MEM |Southeast  |asdfasd

12042 Dy Initial Status Southeast o) 00

12039 RCIA Initial Status Central Zidfdsar

12038 RCIA Initial Status Southeast  |gg

12037 RCIA  |02/01/1001 [Initial Status  |Southeast  |aaa L~
| cancel |

> The system will accept a date only if it is entered as MM/DD/YYYY, i.e. 01/24/2003. This format

applies whenever a date field is provided.
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Description of ROWDYyS Screens

SEARCH BY CDS ROUTE

“CDS” refers to the Coordinated Data System. These route numbers may be found by using the
following URL: http://www.dot.state.ak.us/stwdplng/highwaydata/index.html (which links to the Alaska
Highway Data Web site maintained by the Highway Database Section of the Division of Statewide
Planning). Click on the link “General Logs” and then choose the log for the appropriate region. (Not all
roads listed on the CDS log are state roads.)

Click Search and CDS Route from the menu as shown here:

% Right of Way Permitting System
File Maintain EEEIGUM Window Help

|_[3 ] L$|E_]§ Type and Region |

Emcess"}Search for existing permit applications by CDS route and milepoint
Customer

HEP Applications

This displays a screen with three blank fields:

* CDS Routs Search E3
CDS Route
Milepoint et en: and MEw Search ]
PermitiD | Twpe |MetaAcio. |  status | Region | Laeation |
Ll
Ed|
UDEr I Cancel I

To use this function, enter the appropriate CDS route number.
Entering a route number and clicking Search displays all permits applied for along that route.

Filling out the mile point fields may narrow the search.

—> The ROWDyS system will only accept points between 0 and a number higher than 1.
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SEARCH BY PROCESSING AGENT

To locate one or more applications assigned to a specific agent, choose Search and Processing Agent
from the menu as shown here:

% Right of Way Permitting System

File Maintain ECEIGGN Window Help

O|c3|W|@ DweandRegion

CDS Route

ProcessingAgent

Customer
HEP Applications

Search for existing permit applications assiagned to a specified agent

This displays a screen with a blank field for entering a processing agent’s User ID:

#® Processing Agent Search El
Processing Agent Search
PermitiD | Type |MetActio..| Status | Region | Location |
=
GpEn Cancel |
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Search by Processing Agent (continued)

Enter the processing agent’s User ID and click Search. This displays a list of all permits assigned to that
agent. A portion of such a list is shown here:

® Processing Agent Search m

Processing Agent [atbrown

New Search l

PermitiD | Type Nextmtiu..,| Status Region Location
11385 MEM lIn Review Central Minnesota Drive at West 32nd Avenue ~
11379 MEM lin Review Central Hillside Drive north of Huffman, northbound
11370 MEM |In Review Central C Street and O'Malley Road
11356 HEP [Initial Status [Central Northern Lights Blvd. Anchorage
11342 MEM linitial Status  |Central Between Norther Lights Bivd. and Benson ...
11049 LCP |In Review Central Mile 168 Parks Highway
11041 MEM [In Review Central Northwest corner Boniface and Tudor
11008 KIOSK |In Review Central Lemongrass Lane, Togiak, AK
10986 [TODS [Closed Central AlyeskaHighway 1
10871 HEP [In Review Central The interesection of Main St & First, Anchor...
10811 LCP [In Review Central All Routes into and out of Anchorage
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Description of ROWDYyS Screens

SEARCH BY CUSTOMER

To locate an application for a specific customer, choose Search and Customer from the menu as shown
here:

% Right of Way Permitting System
File Maintain il Yindow Help
Type and Region | |
CDS Route
Erocessingﬁ.genl

HEP Applig=
‘——W]Search for existing permit applications for a specified customer

This displays a screen with a blank field for entering the Customer ID:

- Customor Saarch

Customer 1D

PermitlD | Twpe | rext Actio || Siatus 1 Region | Location 1|
=}

SHe | Cancel |

Enter Customer ID and click Search to find all permit applications submitted by that customer:

® Customer Search @
Customer ID ]1 0002

New Search |

PermitlD | Type | Next Actio... Status Reagion Location [
11994 DWW | Initial Status __ |Central On Egan drive next to the ferries terminal |
11993 (1 | \Initial Status _ |Central My beautiful description |
11992 [DwW | Status _ |Central Description

1
11991 ow | [Initial Status _|Central
11990 DWW | |Initial Status _ |Central Description
11889 DWW | lInitial Status _ |Central  |Description

|

|

|

|

|
|
11988 DWW _lInitial Status _ |Central |Cool description |
|
|
|

10067  |[TODS [initial Status__|Central Happy Lane and Laura Road
Initial Status _ |Southeast  |egan drive

10045 LCP
10044 HEP

[initial Status _ |Southeast  |egan drive

=

| Cancel |
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SEARCH BY HEP APPLICATIONS

To locate a Highway Event Permit application, choose Search and HEP Applications from the menu as

shown here:

# Right of Way Permitting System

JEOR: Malntaln} Wil Window  Help

| Ol | & Tyee and Region
CDS Route
ProcessingAgent
Customer

HEF Applications

|59arch for existing HEFP applications

This displays a screen with three blank fields:

% HEF Application Search

Reaion: | - i i
Start Data betwaan: | and Menar Search
Permitio | sSwanpate | Stalus | Region Ewent Mame |
=]

Cancel i

Clicking Search without filling in any fields displays the entire Highway Event Permit database, a
portion of which is shown here:

* HEP Application Search

Region: |

=

Start Date between: and I MNew Search |
Permit ID Stant Date Status Region Event Name
10689 |08/01/2007 | g Data__|Northemn _[Hijumps |2
10104 0170212005 IStatus __|Central Sue's Parade ]
10540 |05/01/2004  |Initial Status Central St. Patty's Day Parade
10960 |09/08/2003  |In Review Southeast Laugh Till You Cry Marathon
10822 109/05/2003  Initial Status Southeast Harborview Fun Run
10814 107/31/2003 IStatus  |Southeast  |Celebration Parade I
10908 0771452003 Status Southeast of July Parade
1nana InTmMeANNT linitial Statie [Goathaast | ID R A —

Cancel |
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Description of ROWDYyS Screens

Search by HEP Applications (continued)

Clicking the arrow button beside Region displays a list of the three regions.

o | 5
Start Date between: .4k and Men Search
Sautheast
PermitlD | StartDate || Ststus | Region | Event Name |
=]
=
Oger | Cancel ]

Clicking one of the regions and then clicking Search displays a list of all Highway Event Permit
applications for that region, a portion of which is shown here.

% HEF Application Search

Region: [Central =]

L
Start Date betaaen: and | Maw Search

FermitlD | StadbDate | Stalus | Region | Event hame

10104 01022005  |Inilial Siatus Central Sue's Parade a.|

10540 |0SN0142004  |inilial Status ~ |Central ~ |St Patty's Day Parade

10049 |DEF2472003  (Initial Status \Central the march af flamers

11356 120312002 [Initial Status Central Troop 263 Parade

10601 11012002 |In Review Central ey really cute event

11581 10/0372002  lAwaiting Data | Central [Fashkosh_

11580 100212002 |Awaiting Data | Central Alaskan Oshjosh

1NGER_ “IAArraInnT  liaisl Statie  ICanteal “lParada =
LIRED I Cancel 1

> Entering beginning and ending dates before clicking Search will narrow the search to that period.

The system will accept a date only if it is entered as MM/DD/YYYY, i.e. 01/24/2003. This format
applies whenever a date field is provided.
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WINDOW

Several files may be opened within ROWDYyS at the same time. The Window button allows toggling
between all open files. For example, open an application through the Search function. Leave this file
active (with or without minimizing the file), and open another file. If the first file was not minimized,
both screens will now be displayed on the computer screen and can be accessed by clicking back and
forth between them.

If one or more open files are minimized, click the Window button and a list of open files drops down to
allow toggling between the files by clicking on the desired file:

* Right of Way Permitting System

File Maintain  Search KENGLEN Help

Oleglgl@ &|e contactssr
LCP 12056
LOGO 10861

Open files are also identified at the bottom of the computer screen, and clicking on any one of them
displays it:

* Right of Way Permitting System

File Maintain Search Window Help

s

[ & cona 2o BEIEI # 1 cp onss P[] B3l # 1 oco qnay P[SIES |

This function allows the permit officer or processing agent to obtain information for one file that is
available in another, to compare information between files, etc.
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HELP

The Help button displays two choices: the Help Index and About.

* Right of Way Permitting System

File Maintain Search Window Qaid

sEEIERE HelpIndex |
About |

Clicking on Help and About displays the ROWDYyS system developer’s information.

Right of ¥yay Permitting System

Version 1.1 Build 226

Copyright (c) 2001 State of Alaska
Ceveloped hﬁ;Wuslmann & Associates, Inc.
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Help (continued)

Clicking on Help Index displays the Welcome screen from the ROWDyS Web site with a menu on the
left side of the screen that lists options for

Agent Permit System
Online Permit System
Definitions
Regulations.

7 Welcome to the Online System User's Guide

Hide  Eov Pk Oeiore
Ceeterts | index | Sanich |
3] Aoen: Pamre Sypslem

Onire Femnit Syiten
2] Defntons

Welcome to the Alaska Department of

)

ransportation and Public Facilities Online
) @ Regauicos PermlIt System

Welcome to the Onine Permess System for the Staze of Adaska This system allows
you to submzt permat requests for vanous mzns and closures for the nghs-of-way
areas on highways. This system alows you to completely submit your request
onkne, inchuding attach any graplics o other Eles that are requred

A permt 15 a written warrant or license granted by one having authority . In
the State of Alaska, permats are requured for encroachments, cutdoor advertinng,
lane closures, recreatonal and culnural nzersst (RCLA) areas signs, traveler
irformation k3osks, community services signs, general serwces signs, and tounst
signs

To facditate the acquisition of permrzts for these types of Zems, the Alaska
Departznent of Transportation and Pubbe Facikues has developed the Online
Permit System. To use the permat system you must set up an account, select the
perme: type, complete the form for the permet, and submut it Everything, except for
paying for the permit, can be dons onlme f you have the mfermaton required
elactronically,

T oia L AL 8 dal ASMAL AR “’||

Options with a plus sign on the far left include additional selections within that option.

For example, clicking on Agent Permit System opens a further breakdown showing options for

Starting Agent Application
Searching for an Customer
Adding a new customer
Adding a Contact

—> All of the Help sections are on DOT&PF’s Web site and, except for Agent Permit System, are
written to assist the customer as well as the permit officer, processing agent, or reviewer.

> At the time this guide was created, the text of the Help section had not yet been updated to
reflect various changes to some of the screens.
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APPLICATION REVIEW PROCESS

REVIEW AND ASSIGNMENT OF APPLICATION BY PERMIT OFFICER

When a new application is submitted from the ROWDyS website, the permit officer is automatically
notified by e-mail. The e-mail includes the Application ID, Application Type, and Location.

Permits System new Application MNotification

Subject: Permits System new Application Notification
From: row(@dot.state.ak.us
To: paula_brault@dot.state.ak.us

Application ID: 12060
Application Type: Lane Closure

A new permit application has been added on the web.
because you are the primary notification contact for Central region.

Location: Anchorage, 6th Avenue between C & D Streets

You have received this message

The permit officer logs (see page 5) in and locates the application (see page 18 or page 57).

All applications contain similar information in the top block, but are not identical. The following screens

depict the top block for each type of permit:

Lane Closure Permit

® LCP 12055 19 [=] ES

Customer. Andrew Keeffe

rApplication Status
Add Date: ﬁan 142003
Expiration Date: |

Status: |In Review o

DOT TCP approval date:

Highway Event Permit

* HEP 12036 M [=] E3

Customer. ROWDYS Maintenanice, Inc

Last Update Date: [p4711/2003
Customer Signature Date:
Processing agent:

Contact: jandrew.J Keeffe

Last Status Chanage: 04/11/2003
Region Dir. Sig. Date: |
Next Action Date: |

Traffic Control Provider Signature Date: |

Contact: AndrewJ Keeffe

Refresh
rApplication Status

Add Date: |p1/07/2003 Last Update Date: ﬁzrumugg
Expiration Date: Customer Signature Date: |
Status:  |In Review v Processing Agent |

Last Status Change: [ﬂyﬂmu[ﬁ
Region Dir. Sig. Date:
Next Action Date:

-

a
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Application Review Process

Review and Assignment of Application by Permit Officer (continued)

Driveway or Approach Road Permit

* DWW 12052

I [=] E3

Customer. |George Jackson

Application Status

Add Date: ﬁa_,rmnns Last Update Date: ﬁmmnm
Expiration Date: | Custorner Signature Date:
Status: ]In Review ﬁfcessing Agent.

Contact: |George R, Jackson

Last Status Change: 41252003

Region Dir. Sig. Date: |
Next Action Date: |

TODS
Customer. [States B&B Contact |Patricia F Thayer
rApplication Statu
Add Date: [per20/2002 Last Update Date: [pa/20/2002 Last Status Change: [08/20/2002
ExpiraionDate: [ CustomerSignature Date: | Region Dir. §ig. Date: [
status: [in Review - ProcessingAgent [ et Action Date: Ii
RCIA
Customer. |ROWDyS Maintenance, Inc Contact: [andrew.J Keeffe
~Application Status
Add Date: [07/17/2002 Last Update Date: [03/20/2002 Last Status Change: 32002
Expiration Date: l— Customer Signature Date: |— Region Dir. Sig. Date; l—
Statws: [nReview  ~|  Processingagent [ NetActionDate: [
Logo Sign
| Customer. [ROWDYS Maintenance, Inc Contact: Andrew.J Keeffe
Application Status
Add Date:  |05/03/2002 Last Update Date:  [0g/30/2002 Last Status Change: 830/2002

Expiration Date: [ﬁs,ru,rzon:f Customer Signature Date: |
Status: Processing Agent: |

In Review =

Region Dir. Sig. Date: ]
MNext Action Date: l

Memorial Sign

. Customer. |Barbara Roberison

Contact |Barbara Robertson

Application Status

Add Date: g9/ 9/2002 Last Update Date: Es:“ll!.l‘zlllllliT Last Status Change: ﬁsn 912002
Expiration Date: | Customer Signature Date: | Region Dir. Sig. Date: |
Status: ]ln Review vl Processing Agent: E;!howe Next Action Date: |
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Application Review Process

Review and Assignment of Application by Permit Officer (continued)

Tourist Information Kiosk

* KIOSK 11584 19 [=1 E3

Customer. |ROWDyS Maintenance, Inc Contact: |Andrew J Keeffe
Application Statu:
Add Date:  [09/24/2002 LastUpdate Date:  [gaf25/2002 LastStatus Change:  [af25/2002
ExpiraionDate: [ CustomerSignature Date: [ Region Dir. Sig. Date: [
status:  [in Review ~| ProcessingAgent [ NextActionDate: [

The middle blocks vary according to the required information for each type of permit as follows:

Lane Closure Permit

~Traffic Control Infc tion
Phone/Fax format: (999) 998-9999
Name Phone Fax
Traflic Control Provided By: [Bob's Traffic Control oy 111-2222 |
24 Hour Traffic Control
Contact Person: [Bob Jones f@omy111-2222 |
rLocation
Region: ISwlhsast - Permit activity location (include all routes which will be affected).
/Intersection of ‘.l’andetbi.lt. Hill Rd and 0ld Glacier ;I
Reason for permit.
Clear trees and shrubs which are obscuring stop sign ;I
rSchedule
|
Start Date: [04/01/2003 End Date: |04/01/2003
Schedule details (start times, ent times, days of the week, exceptions, continuous or daily operation, etc.)
110-11 an |
rAttachment Information
[~ Attachments will be mailed
[¥ Attachments are files and will be attached electronically
- Traffic Control Plan (REQUIRED) - Proof of Insurance - Letter of non-objection from each - Permitiauthorization from
impacted construction project affected municipaliies
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Application Review Process

Review and Assignment of Application by Permit Officer (continued)

Highway Event Permit

Event Location

Region where the
eventwill end

|Southeast b

Location (include all routes which will be affected by this event)

retr

~Event Description
Event Narne:

Description:

Traffic Control
Provided By:

Traffic Control
Provider Phone:

erer

dfdf

MNumber of Participants: 3223

a
=

|esdf

(999) 999-3993

~Schedule

Description:

end imes,

days of waek,

exceptions,
etc.)

Start Date:  |o1j01/2001

(starttimes, |dfhgf

Attachment Information-
[~ Attachments will be mailed

- Traffic Control Plan (REQUIRED)
- Written/Verbal confirmation from Law Enforcement agency
stating they will provide traffic control

End Date: |o1/0152001 Date format: mmiddinyy

[+ Attachments are files and will be attached electronicalty

- Proof of Insurance (REQUIRED)

- Course Map (REQUIRED)

- Copy of advertisement proofs

- Lefter of non-objection from each
impacted construction project
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Application Review Process

Review and Assignment of Application by Permit Officer (continued)

Driveway or Approach Road Permit

FLocat

| Reaion where the dri ¥ Di
| orapproach road is located

!Soulheast * I

fvewvay or approach road location (Highway, Subdivision, Legal D

UsSs 3872 Tx 6

iption, Road, Milepost, etc.)

Ia

=l
El

rDriveway Information-

| Is Access available from
| other public rights of way?

a platted right of way?

| How many lots does the driveway
| or approach road serve?

| Size of fract served by the driveway
or approach road in acres

Is the driveway or approach road within

C Yes & No
proposed or existing?

Date work will be completed in
accordance with attached plan

 Yes  No

Is the driveway of approach road & propased ¢ Existing
ramiddiyyyy

05/30/2006

|1
|21 7500

Maximum of vehicl fis
which will use the driveway
or approach road in any one hour

road's main use?

What is the driveway or approach & Residential © Commercial

|
| Is the driveway or approach road & Yes  No
| within a zoning authority? Propesed land use for fract served |cemetar3r
| the dri i h road
I Zoning designation Icgmgn;ia| Py lheii-wayotagproachiro
| Sight distance left Feet Speed Limit MPH
|
EI Sight distance right [ Fest L
~Driveway Specification
A Drr vy width [24 feet o tion of North in relation *- Left driveway foreslope 1:|1 0
B.Leftedge clearance  [135 feet to the drawing K. Right driveway foreslope 1:|1a
C. Right edge clearance (345 feet o L. Culvert length | feet
D. Left retumn radius [0 feat c & M. Landing grade | %
L "
E. Right return radius Eu feet = N ~ N. Landing lenath Igg feet

F. Shoulder width
G. Approach angle
H. Curb type

~Attachment Information

[T feet £
[go— degrees
I Cubtosidewalkdist.. [ feet

0. Culvert diameter

P. Culvert type

G. Ditch depth

R. Drivewsy surface type
5. Shoulder type

View Drawing:

Driveway (A- )
Culvert (J- N)

|— inches
[T feet
[aspnant <]
INone -]

[V Attachments will be mailed

Driveway Applications
- Platincluding driveway
placement notes (REQUIRED)
Approach Road Applications

- Construction Plans
- (REQUIRED)

[~ Attachments are files and will be attached electronically

- Site Plan
(REQUIRED)

- Proof of Ownership
(REQUIRED)

- Traffic Control Plan
(REQUIRED)

- Traffic Control Plan
(REQUIRED)

- Recorded plat or waiver including
approach road placement notes
(REQUIRED)
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Application Review Process

Review and Assignment of Application by Permit Officer (continued)

TODS

A customer must answer yes to all of the
| 1.Are 25% or more of your anficipaled business gross receipts from

below to

motorists who reside 20 miles or mora from your business?

2. Are all necessarny business licenses current and

| 3.1syour business less than 25 miles from the highway (Except for
gas and food - which must be less than 3 miles from the highway?)

d urban

4. 1syourb or
area of an

y outside of a

7

that 2,500

5. Is the view of your business or on-premise sign blocked

until a motorist is within 1

L250 feel of your business?

B, Are there fewer than 6 existing TODS signs at the
proposed TODS sign location?

Service Information

Select the MAIN category and check all services the business offers under that category. All must be under the
senice lection for the ion to be ¢
~ Gas  Food  Lodging " Camping = Tourist Aftraction " Other Commercial Activity
as Food L ~Camping
I Fuel [T 3 meals daily I¥ Beds and bedding I” Spaces for campers
ol (inc. hot sandwiches (located in a parmanent, 1o be parked or tents

[~ Air and Water

[~ Public restrooms

[~ Drinking water

[~ Public phones

[~ Continuous operation

and coffee)
[~ Public restrooms
™ Public phones
[ Continuous operation
16 hoursiday, 7 dayshweek
I Located within 3 miles
of highway

all-weather, heated
bullding)

[¥ Toilet and bathing facilities
facilities {(localed in
bullding with beds)

¥ Public phone
¥ Continuous operation

to be erecled
I~ Parking area
[~ Picnic tables
[ Trash cans
™ Modem restrooms
I~ Drinking water

16 hoursiday, 7 daysiweek 10 hoursiday, r
[~ Located within 3 miles 7 nightsiwaek tnr::::a;:;nhln 23
¥ Located within 25 miles ghneay
of highway
rTourist rOther C ial Activity
™ Located within 25 miles of highway I Located within 25 miles of highway
Activity description: Activity description:
|
=l |
i-LocalJon
Region: [Northem _~] Location of the p sign gl name, o any other
that will help us locate your business).
Intersection Type |Intersection of Parks Hwy and Otto Lake Road ;i
= Crossroads Intersection
" Tews Intersection
© Other (provide diagram)
| = |
Business Information
Property legal description (i.e. lot, block, di . range,
|Section 23, TIN, R2W, F.M. = |
Property tax ID number: — Mileage from highway to business: [¢
Business license number 190678 Iz business within city limits?  Yes = Mo
If there are existing TODS at this intersection, list business names: (it none, indicate none)
Name
_J StatesB&B :"!
| City's B &B
_—]
List other tourist-oriented businesses which utilize the same intersection as you: (if none, indicate none)
_] Business Name | Type of Tourist-Oriented Business |
=l

v | =]

, list all tourist: which utilize the opposite intersecting

Ifa
for their business: (if none, Indicate none)

Add Name | Type of Tourist-Oriented Business |

; | i

Add
Add

=]
Sign Information
sign legend Choose an arrow direction: Choose an icon: Icon Image
name or ackvity, 1.6 gift shap). " Straight ahead amow |Lodging |
14 CAPITAL latters par ling only - the & Lent/Right arraw Ofher - please describe and
spaces between words count as one letter. pmﬂua-:liag ram: ._.__
Use abbreviations if necessary.

Une|:ﬁATEsB&9 | -
NOTE: If no icon is selected, sign

Line 2;| will show a blank space Instead.

Attachment Information

[ Attachments will be malled [~ Aftachments are files and will be attached electronically
- Detalled site layout drawing showing: ™ All oficial traffic signs and devices within 800 feet of location.
(REQUIRED) * Prop TODS - 200" from
* Business location and access info business.
™ All roads by namae, . and other p

and any other traffic signs.
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Application Review Process

Review and Assignment of Application by Permit Officer (continued)

RCIA

A customer must answer yes to all of the guestions below to continue.
1. lg your RCIA accessible by a maintained road?
2 Dioes your RCIA attract an average of at least 100 persons per day during at least four consecutive manths?

3 s your RCIA noted far its recreational ar cultural significance {i.e., national parks, state parks, sites listed in the Mational
Register of Historic Places, libraries, community centers, museums, art galleries, race tracks, and ski areas or land that is
of cultural significance under one ownership)?

4. |5 the viewy of your RC1A or on-premise sign blocked until 2 motorist is within 1,260 feet of your RCIAT
A, Are all necessary business licenses current and maintained?

~Location
Region: |Southeast = Laocation ofthe proposed sign installation {nclude highway name, milepost, ar any other infarmation
thatwill help us locate your business).
Intersection Type laocation j

* Crogstoads intersection
" Tee Intersection
" Other (provide diagrarm)

#}

rBusiness Information

Mileage fram highway to destination: mumber of motarists served last year:

|5 destination within city limits? & yas & No Speed limit:

—Bign Information
Reguested =sign legend Optional lcons (up to 4) lcon Image

]Iegend1 Add Marme
| Other |

| BT Viinter

First twao lines are rgselwecll farthe narme Other (descrine and |
m_’thelRCI;_@«. The 1h|_rd linge is re_senred for the provide 2 diagrarm)
direction {i.e., next rightileft, x miles, etc)

rAttachrment Information

™ attachments will be mailed [ Aftachments are files and will he attached electronically

- Detailed site layout drawing showing: ™ All official traffic signs and devices within 800 feet of [ocation.
* Froposed RCIA sian lacation - 200 minimum from intersection.
*Location and access into recreational area.
*All roads by name, drivevways, and other perinent landmarks.
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Application Review Process

Review and Assignment of Application by Permit Officer (continued)

Logo Sign
rAcust must yves to all of the questions below to continue.
1. Are all the necessary business licenses current and maintained?
2. l= your specific service activity less than 25 miles from the highway? (Except for gas or restaurant - which must be less than
3 miles from the highway.)
3. Is the view of your business or on premise sign blocked until a motorist is within 1,250 feet of your business?
4. Are there fewer than 4 existing logos at the proposed location for your specific service activity?
e
Region: [Southeast ~ | Location of the proposed sign installation (include highway name, milepost, or any other
information that will help us locate your business).
Intersection Type In the middle of our street ;[
' Crossroads
" Tee Intersection
" Other (provide a diagram) ;[
Business Information
Property legal description over there ;[
(i.e., Lot, Block, Subdivision,
Township, Range, Section)
Property Tax ID number. 1234 Business License Number |1 234
Ifthere is an existing LOGO panel (for your specific service), please list the business names.
If none, indicate NONE in the first box
add I Name |
~Semvice Information
Speed Limit |55 Mileage from highway to destination |2
Is destination withing city limits? ¢ Yes  No
~Sign Infi tion
Selectthe specific service forwhich your are requesting a Logo sign:  © Gas Station ¢ Lodging Facility
@ Restaurant © Campground
rAttach t Information
[+ Attachments will be mailed |~ Attachments are files and will be attached electronically
Colorimage of logo to be used Photosidigital images Detailed site lyout drawing
(REQUIRED) of the main highway (REQUIRED)
(REQUIRED)
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Application Review Process

Review and Assignment of Application by Permit Officer (continued)

Memorial Sign

Location —t
Region: iCentraI v] Memaorial Sign Location (highway, milepost, city, direction of traffic flow, etc) ‘
Northern Lights Blvd at C Street, westbound ;j |

Is the proposed sign location within city limits? & Yes ¢ No

Ifthere are existing memorial signs atthis location, please listthem. If none, indicate NONE in the first row.

A Name
none |
Ed
Sign Information
Select Sign Category:
&+ In memory of the victim " Sponsored by the family " In memory of the victim
of an accident caused or friends of a fatally of an accident not caused
by a drunk driver injured drunk driver by a drunk driver
PLEASE PLEASE PLEASE
DONT DONT DRIVE
DRINK DRINK
AND AND SAFELY
— S
Please enter the name as you want itto appear on the plague: [ctara Joyce Hunter
Accident Information
Date and Location of Accident:
05/28/1993 at Northern Lights Blvd and C Street _.}
Mame(s) of All Parties Involved:
Clara Joyce Hunter, victim, and Christine Raphael, offending driver __A_l

rAftachment | tion

[V Attachments will be mailed [~ Attachments are files and will be attached electronically

If applying for a sign in the memory of a victim of an accident caused by a drunk driver the following attachment is REQUIRED:

- An affidavit by the customer that the individual to be rr ialized was fatally injured in the highway accident, that the other driver is
alleged to be at fault and that alcohol is alleged to be involved.

If applying for a sign sponsored by the family or friends of a fatally injured drunk driver the following attachment is REQUIRED:
- An affidavit by the customer that the individual who was fatally injured is alleged to be the driver at fault and alcohol is
alleged to be involved.
AFFIDANMIT - A statement of facts which is sworn to (or affirmed) before an officer who has authority to administer an oath (2.9. a notary public).

signed, the person signing takes an oath that the contents are, to the best of their knowledge, true. It is also signed by a notary or another judicial
officer that can administer oaths, to the effect that the person signing the affidavit was under osth when doing so.

ROWDyS USER’S GUIDE 79 07/01/03



Application Review Process

Review and Assignment of Application by Permit Officer (continued)

Tourist Information Kiosk

(A customer must answer yes to all of the guestions below to continue.

1. Are you a govenment entity, chamber of commerce, convention bureau, visitors bureau, business association, or similar
organization?

| 2.Are allthe ¥ busi li current and maintained for all services advertised in the kiosk?

| 3. Are the services to be advertised located less than 25 miles from the Kiosk? (Except for gas and restaurants - which must be
less than 3 miles?)
4. Do all advertised sewices qualify as either a Tourist Oriented Directional Sign, Recreational/Cultural Interest Area Sign or
general senvice signs?

Location

Region: |Soulheast v| Location of the proposed TIK installation (include highway name, milepost, or any
other pertinent information).

| Speed Limit asdf .:‘.i

Business Information
Tax ID number [1234 Business License Number |
~Kiosk Services Information
Please list the tourist-oriented activities, recreational and cultural interest areas, and general services to be
included in the kiosk:
Add Name |

rAftachment Infe tion

[~ Attachments will be mailed [~ Attachments are files and will be attached electronically

- Detailed site layout drawing - Detailed drawing and design
(REQUIRED) specifications for proposed kiosk
(REQUIRED)

The final block is the same for all permits:

Anachmanis | FioHEIGRE | SRecia Cananions | Carmments | Fees | [Famans | Locatans |[Dep) Apas | Hevews | (Change Fisian |
Tyas | Fila Mama | S | AddDate | EavE bRl j
— i

Each function in this final block is discussed beginning on page 85.
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Application Review Process

Review and Assignment of Application by Permit Officer (continued)

The permit officer reviews the application and decides which processing agent should be assigned to
process the application.

The permit officer clicks on the processing agent field at the top of the application (see beginning on page
71 for examples), enters the processing agent’s name in all lower case, then clicks Save.

The system automatically notifies the processing agent by e-mail of the assignment, with a copy of the e-
mail to the permit officer:

Permits Application 12060 assi d to atbrown

Subject: Permits Application 12060 assigned to atbrown
From: paula_brault@dot.state.ak.us
To: aaron_brown@dot.state.ak.us, paula_brault@dot.state.ak.us

Lane Closure application 12060 assigned to Aarcn Brown

The application is now ready for review by the processing agent (see page 82).
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Application Review Process

REVIEW OF APPLICATION BY PROCESSING AGENT

When notified of an assignment by e-mail, the Processing Agent logs in (see page 5) and locates the
application (see page 18 or page 57).
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Application Review Process

The processing agent
reviews the application for
completeness, and
determines whether one or
more attachments are
required.

If the box (near the bottom
of the screen) beside
Attachments will be
mailed is checked, the
processing agent clicks the
arrow button beside Status
(near the top of the

screen—see next page for

drop-down Status menu)
and then clicks Awaiting
Data.

_ If the box (near the bottom

of the screen) beside
Attachments are files and
will be attached
electronically is checked,
the processing agent can
click on an attachment to
view it.

If the processing agent

« makes any changes to this
wa screen (such as clicking
—. Awaiting Data), the agent
## should:

Click the Save icon IE

or choose Yes from the
popup screen that appears
if attempting to close the
screen before saving
changes.
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Application Review Process

Review of Application by Processing Agent (continued)

If payment has not been received,

click Awaiting Payment.

#* Right of Way Peimilting Syslem
File Maintain Search Window Help

NEEERE

Customer, [indrewJ Keetia Jr,

Contact: [andrew Keede J

4.-pp|umn Status
Add Date:  p1A1&2003

Lasi Update Date: ﬁm 2003 Last Status Change:

Expiration Date: | Cuslomer Signature Dade; | Region Dir. Sig. Date:

Stals! [initial Stalus

11162003

—
—

j Processing Agent: ] Newd Acsion Dale:
-

“Locason— —
Awating Data
Region wh mu:: e br 3pproach road loca30n (Highway, Subdwsion, Legal Destription, Road, Méepost, sic )
Of Spproat
aidad Awaling Retaines r" :l
[soume; 2oplication Completed j
In Review
-Drhmli%pprm?afuwmslmcmn .
15 Arcess {C0nsiucton Comalete  wh w0 @ g 15 the drivevray of 3pproach0ad & progozed  Existing
ofher pudlic rights of way? proposad of exsing? P
15 e drireway of approachroad within. ¢~ vas ¢ No Date work willbe compieted In l—
2 platted right of w3? stcordance wh atlached plan
How many lols does the drvevsary I_ Maximum number of vehicles ]—
Of 5pproach road sana? which vl use the driveway

Or dpprodch road in ary one hour

Size of iract senved by the driveway
or spproath road In stres

s the drivevay or approach road

rosd's main use?

I Viha ks e Crivewsy Or 50pr0sh = Residential C Commercial T
=

C.Yes F Nao

If the processing agent has selected Awaiting Data and/or Awaiting Payment, the application will be
pending until these requirements are met.

Click the Save icon
screen before saving changes.

E or choose Yes from the popup screen that appears if attempting to close the
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Application Review Process
Review of Application by Processing Agent (continued)

When the attachments and payments are received, the processing agent may advance the application by
clicking the arrow button beside Status and selecting In Review.

Click the Save icon or choose Yes from the popup screen that appears if attempting to close the
screen before saving changes.

If the processing agent scrolls to the information block at the bottom of the application, the following tabs
are listed across the screen:

Attachments

Provisions

Special Conditions

Comments

Fees

Payments

Locations

Dep. Apps (Dependant Applications)
Reviews

Change History

This is the area where the processing agent does the majority of work on the application.
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Application Review Process

Review of Application by Processing Agent (continued)

Attachments Tab

Clicking the Attachments tab displays the following screen:

Clicking Add displays the following screen:

® Attachment Add

Clicking the arrow button beside Attachment Type displays a list appropriate for the permit type:

® Attachment Add
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Application Review Process
Review of Application by Processing Agent (continued)

Attachments Tab (continued)

Click the type of attachment sought and then click the arrow button beside Look in to locate the folder
that contains the file to be attached:

® Attachment Add E

Altachment Type: I v!
Lookin:  [-1TEMP =l _El@l _i] sfa

A
'._! OLTemp 1 WINDOWS
_1VBE

= D1
= EA ]
= 51 :I

File name: |
=] | cancel ’

Files of type: |l Files (")

When the correct file has been highlighted, click Add and the file is attached to the application and is
displayed at the bottom of the application when the Attachments tab is clicked:

Afschmants | FrGHSane] (5 e | (Carmments | Fees | Payments | Lacaions | Dep Apps | FRewews | (Change it |
Tvne | Fila Harma Sie | AddDale EMEINEIE |
Tratic Corlrol Flan D F 2GRt Tenzz [zmion|<|
Trafmc Conlral Plan OCYFZCWG him 14021 022002003 SEr

Add |
_T! [IEElE I

Click the Save icon E or choose Yes from the popup screen that appears if attempting to close the
screen before saving changes.
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Application Review Process

Review of Application by Processing Agent (continued)

Provisions Tab

Clicking the Provisions tab displays two windows: a list of assigned provisions and a list of unassigned
provisions:

Hame |  ceneral
TCF Praparstan Mo il
.
Special Signs Ifr%g”fr!;mem’a"m :‘::
Sigin Wsibilihy e o =]
B

gn Peaign Specificationa.

F—ll sigm lagouca abell confore To che Alaska ;I
i

The assigned provisions are the default General Provisions that have been developed for each type of
permit, and that are automatically assigned to that permit type.

The unassigned provisions are Special Provisions, one or more of which may be made applicable to a
specific permit, but would not always be appropriate for every permit of this type.

Clicking on a provision displays the wording of the provision in the box below the list. It also activates
the double-arrow button between the boxes.

Clicking on a provision in either list and then clicking the double-arrow button between the lists moves
the provision to the other list.

When a provision is moved, it retains the screen designation “General, Yes” or “General, No” but is
added or deleted from the permit.

= If a change is made while in Provisions, the Save E icon must be clicked to retain those

changes since there is no popup box with this aspect of the program. If the screen is closed without
saving, the change will not be made.
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Application Review Process

Review of Application by Processing Agent (continued)

Special Conditions Tab

Special conditions are conditions that are made applicable to a specific permit for unique circumstances
not covered by the General Provisions or the Special Provisions. Special Conditions are written and
assigned to a permit, either by a processing agent using the Special Conditions Tab (or by a reviewer
using the block provided on the application in the Reviewer Display screen).

Clicking the Special Conditions tab displays a two-part screen:

[Atachments. Provisions Special Consitions |Gomments (Fees [Payments (Locations| Dep. Apps. |Reviews. ‘Change History.

Condition: [Tada | [ elele [

&l

Date |  userip |

If a reviewer has assigned a Special Condition to this permit, the reviewer’s User ID will be displayed.
Clicking on the User ID displays the text of the Special Condition:

Iatiachments | Provisions| Special Conattions | Gomments, [Fees! [Payments [Locations Dep. Aups. [Reviews [Changs Histony.
Date FERCI ] e [ ade | Edt | Detete |

e | -

-om.y 2 hours per day ;I

If the processing agent wants to add a Special Condition, clicking Add displays the following screen:

® Special Condition Add 3]

Condition 1D: |

B

Cancel |
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Application Review Process
Review of Application by Processing Agent (continued)

Special Conditions Tab (continued)

Enter each Special Condition to be added:

#® Special Condition Add 3]

Condition ID:

[Flagger needed ;!

0K Cancel

Click OK.

This returns the processing agent to the previous Special Conditions screen. The date and the agent’s User
ID will be listed on the left. Clicking the agent’s User ID displays on the right the condition that was
added.

{atachments|[Provisions| Special Conditons |Gomments| [Faes. [Payments![Locations. [Dep:Apps [Reviews! | Change History.

Date | Userib |
05/14/2003 |bwilson |~

Add Edit I Delete |

Condition:

Flagger needed ;I

Highlighting the User ID of the agent who added a Special Condition, and then clicking Delete removes
the User ID of that agent and the Special Condition that was added by the agent.
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Application Review Process
Review of Application by Processing Agent (continued)

Special Conditions Tab (continued)

Clicking Edit displays the screen where the text of the Special Condition was added, allowing that text to
be edited.

# Special Condition Edit B—]

Condition ID: [522

lonly 2 hours per day j

Cancel

After the processing agent has entered, edited, and/or deleted any Special Conditions, as necessary,

Click the Save icon E or choose Yes from the popup screen that appears if attempting to close the
screen before saving changes.
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Application Review Process

Review of Application by Processing Agent (continued)

Comments Tab

Clicking the Comments tab displays the following screen:

[Atachmenis. Provisions| | Special Condilons Comments |Fees [Payments [Locations| [Dsp. Apps [Reviews. [Change History.

Date | User ID |

Comment: Add | i | |

-]

= -|

This screen is for notes or reminders such as “Sent to Agent X on 3/12.” It can be used as an ongoing log
of progress on the application.

——> This screen is available only to permit officers and processing agents.

Clicking Add displays the following screen:

Comment ID: I |

4|
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Application Review Process
Review of Application by Processing Agent (continued)

Comments Tab (continued)

The permit officer or processing agent may enter comments specific to this application:

*= Comment Add

Comment I0: |

frhis 1a ok I=|

(a104 cancel

Clicking OK displays the previous Comments screen.

Highlighting the name displays the comments:

[Atachments [Frovisions [ Special Condifions| Comments |Fees [Payments  [Locations! (Dep. Apps [Reviews! (Change History.
Date User ID Comment: Add | Edit I Delete |

 E— S
is is ok _‘{

= 5|

Clicking Edit allows the permit officer or processing agent to edit the comments.

Clicking Delete allows the permit officer or processing agent to delete the comments.

Click the Save icon E or choose Yes from the popup screen that appears if attempting to close the
screen before saving changes.
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Application Review Process

Review of Application by Processing Agent (continued)

Fees Tab

Clicking the Fees tab displays a screen that shows Assigned and Unassigned fees. Assigned fees are those

appropriate for the type of permit involved. The following screens display the fee screen for each type of
permit:

Lane Closure Permit

Azsigned: Harne Amaunt | Unassigned: Harne | Amour |

Fpplicalion Fee 1000 | o | =
=1} | ]

. -

Highway Event Permit

[Attachments | [Provisions| (Spetial Condiians| (Comments| Fe=s |ayments| Locations| | Den. Anps| Reviews| [Change History|

Assigned: Name | Amount | Unassigned: Name Amount

-] ] Application Fee (less than 10.../0.0 |

Application Fee (100 or more... [100.0
= -l
=i B
| |

Driveway or Approach Road Permit

[ttachments. [Provisions. [Special Conditions| |Gomments. Fees |Payments [Locations| Dep. Apps |Reviews | Change History|

Assigned: Name Amount Unassigned: Name Amount
Application Fee 100.0 ~| Performance Deposit 500.0 |
J Retainer 5000.0
K4 il I
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Application Review Process
Review of Application by Processing Agent (continued)

Fees Tab (continued)

TODS
(Atachments. [Provisions. [Special Conditions |Comments| Fees |Payments |Locations |Dep. Apps | Reviews |Change History.
Assigned: Name Amount Unassigned: Name | Amount |
Application Fee 100.0 A 7 4
Permit Fee 400.0 —I
5-Year Renewal Permit Fee  |300.0 _v] = Li
i -
=f || ‘|
RCIA
(Attachments |Provisions | Special Condilions | Comments| Fees |Payments | Locations | Dep.Apps |Reviews |Change History|
Assigned: Name Amount Unassigned: Name | Amount |
Application Fee 100.0 N = |
Permit Fee 400.0 —I
Renewal Permit Fee 300.0 LI ok ll
4 ;
I |
Logo Sign
{Attachments |Provisions| Special Conditions | Comments, Fees |Payments [Locations (Dep. Apps. [Reviews. |Change History|
Assigned: Narne Armount Unassigned: Name Amount
Application Fee 100.0 - =z | Permit Fee (State Installed)  |4500.0 Al
Permit Fee (contractor install... [400.0 J
2| |DBE|  [resrRenewslfomnifos 110000 ||
;1 | ]
Memorial Sign
Attachments [Provisions |Comments| Fees |Payments [Locations |Dep. Apps | Reviews |Change History.
Assigned: Namne | Amount | Unassigned: Name | Amount |
| | |
=~ Z | =~
B X
|
-| |
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Application Review Process
Review of Application by Processing Agent (continued)

Fees Tab (continued)

Tourist Information Kiosk

(Atachments|Pravisions |Special Condiions  [Comments Fees |Payments|Locations| [Den. Apps [Reviews | Change History|

Assigned: Name Armount Unassigned: | Name Amount
Application Fee 100.0 | [INACTIVE 0.0 |
Permit Fee 400.0 —I
S-Year Renewal Permit Fee  [300.0 = | =
~| M |

The fee amount cannot be changed, but by highlighting a fee and then clicking the bottom double-arrow
button,

atachments| [Provisions. [Special Conditions, | Comments, Fe== |Payments.Locatons | Dep. Agns [Reviews| Change History.

Assigned: Name | Amount Unassigned: | Name Amount
Application Fee 1100.0 | E [INACTIVE 0.0 |
Permit Fee 1400.0 —]

5-ear Renewal Permit | == I
Ia\m_l: with signed renewal permit document. d

- ~|

L L

the fee can be moved to Unassigned so that it will not be applied to a specific permit.

atachments| [Provisions. [Special Conditions, | Comments, Fe== |Payments.Locatons | Dep. Agns [Reviews| Change History.

Assigned: Name | Amount Unassigned: Name Amount
Application Fee 100.0 AI : I INACTIVE 0.0 -|
FPermit Fee 1400.0 5-Year Renewal Permit Fee  [300.0

=[] -
B B
= f

—> A fee might be moved for a permit with one or more fees in addition to the application fee. For

example, there may be a permit fee that is due when the permit is approved and/or there may be a renewal
fee due on the renewal anniversary. These can be moved to Unassigned until they are due. They can also
be moved to Unassigned if the fee is being waived.

Highlighting the fee in Unassigned and clicking on the upper double arrow button moves the fee back to
Assigned.

Click the Save icon _EJ or choose Yes from the popup screen that appears if attempting to close the
screen before saving changes.
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Application Review Process

Review of Application by Processing Agent (continued)

Payments Tab

Clicking the Payments tab displays the date of a payment, what it was for, how it was paid, the amount
and the check number. There are also accounting code fields to indicate how to distribute the payment.

Fitachments | Fiawaians | (Shecia Canaitans| | Commaris| Faga) Paents | [5Eatans | (O2p,Apes | enews] Change Histat|
Add I =il I [TEEte I

Data Foa | Tran Trpe | Instrument | Amawt | checke | ac | oo | e | pes | RiC
021 2003 [Apalicalion Fes Paymard  |Check L] 1002 | | :l
=l
Comment _‘I

Clicking Add displays a screen with blank fields for entering the payment information:

# Payment Add B

Payment ID: [— A b
PaymentDate: [ TransacionTyoe: [ =]
FeeType: [ ¥
Payment Instrument: [—3 Check Number: r—'
AC:| cei | LC: | PGC; | PJC: |
Comment:
|
oK | Cancel |

= Every field is a required field, except for check number and the account code fields.
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Application Review Process
Review of Application by Processing Agent (continued)

Payments Tab (continued)

Clicking the arrow button beside Fee Type drops down a menu showing applicable fees.

The only Fee Type displayed for a Lane Closure, Driveway or Approach Road, and Logo Sign application
is the Application Fee. For example:

I Pomeniasd
|
i PaymentiD: [T Amount [100.00
| Payment Date: iuzn a2003 Transaction Type: IFavmenl -I
Fee Type: Iﬁpnucahon Fee v|

[ Payment Inst I Icneck ;i Check Number: Imnz

AC: [ ce: | Le: | PGC: | PJC: |

Comment

0K | Cancel |

The screens showing Fee Type for a Highway Event Permit, TODS, RCIA, and Tourist Information
Kiosk are as follows:

Highway Event Permit

Payment ID: | Amount: |
Payment Date: | Transaction Type: | v|

Fee Type: | :]

Payment Instrument:

AC: | ccC: I LC: PGC: | F’JO:l

Comment:

oK | Cancel |
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Application Review Process

Review of Application by Processing Agent (continued)

Payments Tab (continued)

TODS
® Payment Add E3
Payment ID: [ Amount: |
Payment Date: | Transaction Type: | E
Fee Type: ;’
Payment Instrument: Abplication Fee Pheck Number: |
Permit Fee
5-Year Renewal Permit Fee -
; . - -
AC: | CC: | = PGC: ] PJC: [
Comment:
oK | Cancel |
RCIA
# Payment Add !
Payment |D: ] Amount: |
Payment Date: ] Transaction Type: | v|
Fee Type: |
Payment Instrurnent: Avplication Fee Check Mumber: |
Permit Fee
Renewal Permit Fee —
. <N ; ;
AC.I ceC: | o PGC: | PJC,]
Comment:
oK | Cancel I
Tourist Information Kiosk
# Payment Add
Payment ID: ] Amount: |
Payment Date: ] Transaction Type: | v|
Fee Type: =
Payment Instrument: | PPlication Fee Pheck Number: |
Permit Fee
5-Year Renewal Permit Fee =
3 O : ;
ACI cc: | o PGC: | PJC.]
Comment:
OK | Cancel
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Application Review Process

Review of Application by Processing Agent (continued)

Payments Tab (continued)

Clicking on a fee in the drop-down menu highlights it and enters it into the Fee Type field:

Payment ID: I
Payment Date:

LEERECEE Anplication Fas

Payment Instrument: - [

Check Number:

Amount:
Transaction Type: -

Ac: [ cc: | Le: [

Comment

PGC: |

PJC: |

Ok ] Cancel

Clicking the arrow button beside Payment Instrument drops down a menu with methods of making the

payment:

Payment 1D: | Amount |
Payment Date: | Transaction Type: | vl
Fee Type: |Apnlical'ron Fee "|

Payment Instrument: v] Check Number. |

Cash
AC: | CC: [check PGC: | PJC: |

Comment: ﬂaf'am
Walver
Credit Card

OK I Cancel I

Clicking the type of payment highlights it and enters it into the field:

* pPayment Add E

Payment Instrument: {sliT-13

Payment ID: |
Payment Date: [

Fee Type: [application Fee

=

Amaount:
Transaction Type: - I

Check Number:

A cc: | Le: |

Cormment

PGC: |

PJC: |

OK | Cancel

07/01/03

100

ROWDyS USER’S GUIDE



Application Review Process
Review of Application by Processing Agent (continued)
Payments Tab (continued)

Clicking the arrow button beside Transaction Type drops a menu containing options to describe what the
payment is for:

# Payment Add E
PaymentID: | Amount: ]
Payment Date: | Transaction Type: | vl
s Payrment
Fee Type: -

Typ Fppncatlon Fee | i
Payment Instrurent: ICheck v| Check Number: [Waived
Ac:| cc: | L | PGC: | PJC: |
& "

0K | Cancel |

Clicking the appropriate type highlights it and enters it into the field:

Payment ID: I Amount
Payment Date; Transaction Type, EEUEL - |
Fee Type: [Application Fee 3|

Payment Instrument. [Check -] Check Number
AC: oc: | Le: | Poc: | PJC:
&
[
i Ok | Cancel

Enter the amount of the payment:

* Payment Add E
PaymentiD: [T Amount: [100.00 i
Payment Date: [01/24:2003] 1 Transaction Type: [Payment |
Fee Type: [application Fee .
Payment Instrument: [Check ] Check Number:
Ac: [ co: | Le: | PGC PJC
Comment:
O CancelJ

> Entering the amount in the appropriate accounting code field does not automatically handle the
coding. Notify DOT&PF’s Finance Section that a payment has been received and what account it should
be sent to (either write the coding on the check itself or make a copy of the check and write the coding on
the copy before sending the check to Finance).
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Review of Application by Processing Agent (continued)

Payments Tab (continued)

Application Review Process

After entering all the information, clicking OK returns the payment screen with the information entered:

Atachmens| [Frovisions. [Speclal Conditions (Comments. Fess Paments [Locations [Dep. Apps [Reviews. [Change History.

Date | Fee

Tran Type | Instrument | Amount | Checke | Ac |

PGC | PJC

|01/2412003 |Application Fee

Payment |Check 100.0

Comment

K I | K

Highlighting the entry activates the Edit and Delete buttons for such actions, if necessary.

Click the Save icon
screen before saving changes.

E or choose Yes from the popup screen that appears if attempting to close the
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Application Review Process

Review of Application by Processing Agent (continued)
Locations Tab

Clicking the Locations Tab displays the following screen:

COSFouts || epoint | Laftede | Longituda |

o

Clicking Add displays a Location ID screen with fields for CDS Route, Milepoint, Latitude, and
Longitude:

& CDS Location Add

Location!d: [T

COSRoute: [

| Milepoint: ]—

i Lafudes [ | ——
Longitude: '— Cancel

The CDS Route and the Milepoint fields must be entered in numeric form.

—> Both of these fields must be completed for either of them to be accepted.

Latitude must be entered as dd-mm-ss (degrees/minutes/seconds).

Longitude must be in format ddd-mm-ss (degrees/minutes/seconds).

—> The CDS Route and Milepoint may be accepted without entering Latitude and Longitude, but for
Latitude and Longitude to be accepted, both must be entered with the CDS Route and Milepoint.
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Application Review Process

Review of Application by Processing Agent (continued)

Locations Tab (continued)

Clicking OK returns the Location screen with the information added:

5 Snesial Condions | (Comments | Fees | Fayments| Localicns | Dap.Eaps | Revews| Change History|

DS Roube

Milgpair

Lafitude

Longilude

124101

103.0

2|

R

HEMONE

Highlighting this information activates the Remove button. Clicking Remove deletes the location

information.

Click the Save icon
screen before saving changes.

E or choose Yes from the popup screen that appears if attempting to close the

07/01/03

104

ROWDyS USER’S GUIDE



Application Review Process

Review of Application by Processing Agent (continued)

Dependent Applications Tab

Clicking the Dep Apps (Dependent Applications) tab displays a list of any other application that must be
approved before the current application can be approved

Number | Type | Comment |_.J =
[
|

> The ROWDYyS system currently includes only one automatic notification for a Dependent

Application. If a customer applies for a Highway Event Permit and does not check the box that states
“Check here if the traffic control provider is a law enforcement agency," the customer is automatically led
to fill out a Lane Closure permit application upon which the Highway Event Permit will then be
dependent before it can be approved. If the processing agent completes the application on the customer’s
behalf, and learns that traffic control is not provided by a law enforcement agency, the agent advises the
customer that a Lane Closure Permit is required and adds it as a Dependent Application in the manner
described below. Dependent Applications for any other permit type must be added by the processing
agent after informing the customer. For example, a contractor applying for a Lane Closure permit to
install a portion of a wastewater system would also need to provide a copy of a utility permit to install the
pipes in the right-of-way. The agent would call and tell the customer that the Lane Closure permit
application cannot be approved until the agent reviews a copy of the utility permit.

Dependent Applications are added as described below.
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Application Review Process

Review of Application by Processing Agent (continued)

Dependent Applications (continued)

Clicking Add displays a screen with blank fields that allow adding a Dependent Application. This
requires entering the Application Number, the application Type, and Comments:

% Dependent Application Add

Dependent Application Comment 1D: |
Application Mumber: | Type: |
Cormime nt:
O | Cancel I

——> Because the Application Number will not be known until after the system assigns that number, it
may be necessary to complete this after notifying the customer and receiving notice of the completed
application.

The Application Number and the Type are both required fields:

“* pDependent Application Add @

Dependent Application Comment ID: |

Application Number:

[1zo0s50 Type: [LCP
Comment:

Driveway needs Lane closure permitl

Cancel |

Clicking OK returns the Dependent Applications screen with the information added.

Iattachments | Provisions [Special Condtions. (Comments. [Fees| [Payments [Locations Dep. #pps (Reviews Change History,
Number

Type [
13050 LCP

Comment |

Driveway needs Lane closure permit | A] | Add |
= |
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Application Review Process

Review of Application by Processing Agent (continued)

Dependent Applications (continued)

Highlighting this information activates the Edit and Delete functions:

Attachments [ Provisions. [Special Condiians Comments|Fees! [Payments, [Locations| De-Avos |Reviews. Change History.

MNumber Type Comment

Add
Edit I
_'_J Delete

Driveway neads Lane closure permit

Clicking Edit returns the Dependent Applications screen where the information may be modified:

Clicking Delete removes the information.

Click the Save icon
screen before saving changes.

EJ or choose Yes from the popup screen that appears if attempting to close the
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Application Review Process

Review of Application by Processing Agent (continued)

Reviews Tab

Clicking the Reviews Tab displays the following screen — if the application is in review status.

[Atachrnents | Provisions | pecial Condtions | Comments| Fees | Payments| Lcations | Dep.Aps| Reviews | Change Histony|

RequestD...| Review Group | ReviewDate| Reviewerip | Disposiion | Assign Routing |
|
GEIEE
;j WpdateCormiment
Cornment: ‘ ﬂ REnofify | HIElGH

This function allows the processing agent to assign an application to one or more appropriate Routings
(the Assign Routing button) or to assign it to one or more Review Groups (the Add button).

Clicking Assign Routing displays a statewide list of all established Routings that may be assigned to
review a particular application, as appropriate.

® | CP 12057

@ Please select Routing for this application

|Central 2
Southeast |
|Central Hwy Signs - Mat-Su

Central Hwy Signs - KPB

|Central Hwy Signs - Anchorage

| Central Driveway - Mat-Su

|Narthern

| Central Driveway - KPB

Central Driveway - Anchorage _
Central HEP - Mat-Su |

OK Cancel
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Application Review Process

Review of Application by Processing Agent (continued)

Reviews Tab (continued)

Highlighting a Routing and then clicking OK displays the following screen with a blank field for entering
appropriate e-mail text for the review group that was just assigned:

® |.CP 12057 (%]
Enter text to include in email message
jasAP|
OK Cancel |

After entering e-mail text, clicking OK returns the Reviews screen with the selected Routing that lists the
review groups that are within that Routing:

[Atachments' Provisions |pectal Coniions [Comments Fees. [Payments | Locations Dep.Anps, Revievs | Change History.

RequestD... [ Review Group |RwewDate R D | Disy [ Assign Routing |I
Southeastemn M&O
Soutr Traffic Safety I
|State Troopers

Comment j

L

Clicking the Add button displays the following screen that allows the processing agent to add a review
group:

® |.CP 12057

@ Please select a Review Group to do the new review

|central Regional Director ;]
Central Traffic
Central Traflic Safety _]

Christina DeMattio
Cannie Horton
Dawn Hancock
DeeDee Rager
Gary

Gary Tyndall

Gary Wilson

OK | Cancell

ROWDyS USER’S GUIDE 109 07/01/03



Application Review Process

Review of Application by Processing Agent (continued)

Reviews Tab (continued)

Highlighting a group and then clicking OK displays the following screen with a blank field for entering
appropriate e-mail text for the review group that was just assigned:

® |.CP 12057 %]

@ Enter text to include in email message
[Review Soon

oK Cancel |

Clicking OK returns the Reviews Tab screen with the new name displayed.

Click the Save icon _EJ or choose Yes from the popup screen that appears if attempting to close the
screen before saving changes.

After saving the changes, a popup screen appears stating that the notification will be sent:

# |.CP 12057 X

@ Review notifications will be sent.

An e-mail notifies the primary reviewer for the review group that an application has been assigned for
review (see page 114).

After closing and reopening the screen, the system displays the request dates and the disposition for each
review group:

(Attachments [Provisions. Speclal Conditons |Comments. Fees [Payments [Locations [Dep. Apps Reiews [ Change History
RequestD...| Review Group Review Date| Reviewer ID Disposition Assign Routing |

06/16/2003  |Southeastern M&O Mo Disposition |«

06/16/2003 Southeastern Trafic Safety | It _|NoDisposition | E
061672003 |

State Troopers : ! No Disposition
06182003 |GaryWilson Mo Disposition

Comment:

Ll L
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Application Review Process

Review of Application by Processing Agent (continued)

Reviews Tab (continued)

Clicking the Reviews tab after an application has been circulated displays all review groups. Highlighting
a review group displays in the comments block any comments made by that group.

[Atiachments [Provisions  [Special Condiions [Comments  Fees |Payments [Locations [Dep. Apps Reviews | Change History|
RequestD...| Review Group | Review Date|  Revi o | Dispositi Assign Routing |
| I

(SoutheasternM&O | b =
Southeastern Traflic Safety | | Add Delete
Art Spencer I | : LI Update Comment

Comment. This is good = Renotify | History

B

A review group can be deleted, comments can be updated, or a review group can be renotified.

Clicking Update Comments displays the following screen where comments may be modified.

% Review Comment Edit >

Review ID: 1943 Review Group: State Troopers
|| RequestDate: Reviewer:
Review Date: Disposition:
| B
i
OK _ Cancel

Clicking Renotify displays a screen for entering e-mail text:

|® LCP 12049

@ Entertextto include in email message

I

ok | cancel |
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Application Review Process

Review of Application by Processing Agent (continued)

Reviews Tab (continued)

Clicking the History button displays a screen showing all reviews that have been made on the
application.

Date | Userib | Table | Recordip | Field | oudvalue |  Newvalue |
02/2012003 |g ich _|REVIEW 1942 REVIEW_DISPOSIT... i |

When work with the Reviews tab is finished:

Click the Save icon E or choose Yes from the popup screen that appears if attempting to close the
screen before saving changes.

The processing agent monitors progress on an application to ensure that timely reviews are being made
and to determine whether action is needed on any comments made by a review group.
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Application Review Process

Review of Application by Processing Agent (continued)

Change History Tab

The title of this tab could be misleading. It really means “history of changes made” rather than a function
that allows the history to be changed.

Clicking the Change History tab displays the following screen, a portion of which is shown here:

atachments. |Provisions  [Shacial Condliions [Gommenis| [Fees [Payments! Locations. Dep. Aops| [Reviews| Change History
More

Date | UseriD Table Record 1D | Field 0Old Value NewValue |
06/18/2003 gwilson REVIEW 2051 REVIEW_DISPOSI... 1 | ]
06/18/2003 |ajkeefl REC_APPLICATION _ |12057 LOCATION_DESC _|Main Street- Jun... |Main Street-Jun... ||
06/18/2003 |ajkeeffe REC_APPLICATION _ |12057 [LOCATION_DESC _|Main Street- Jun... Main Street - Jun... |
106/18/2003 [ajkeeff REC_APPLICATION (12057 [LOCATION_DESC _ |Main Street - Jun... Main Street- Jun...
06/16/2003 lawilson SPECIAL CONDITION 1840 TEXT Onetimeonty L™

This screen lists everything that has been entered in any screen by anyone for this application. The
information shown on this screen is automatically entered by the system when an entry is made to any of
the other screens. It even lists information that has been deleted, including when and by whom that was
done.
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Application Review Process

REVIEW OF APPLICATION BY REVIEW GROUPS

When the processing agent assigns an application for review, the primary reviewer is automatically
notified by e-mail:

Permits System Review Request - Application 10921

t - Application 10921

Subject: Permits System Review Req
From: aaron_brown(adot.state.ak.us
To: paula_brault@dot.state.ak.us

Please review the permit application at
https://www.dot.state.ak.us/row/RechpplicaticnReview.pofApplicationId=10982l&aReviewId

or have another member of the Paula S. Brault review group review it. You have
received this message because you are the primary reviewer

Members of the Paula S. Brault review group are:
Paula § Brault (9207) 269-0696 paula_brault@dot.state.ak.us

for the review group.

Thank you for wou help with this permit application.

Aaron Brown (207) 269-0348

The primary reviewer then forwards the e-mail to each reviewer in the group. Each reviewer reviews it
for acceptability according to their area of expertise, and comments on its acceptability or unacceptability.

> A hyperlink to the Reviewer Login screen is included in the message:

Reviewer Login

EERMITS SYSTEM

User Id:

Password:
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Application Review Process

Review of Application by Review Groups (continued)

Logging in displays the Reviewer Display screen. If the reviewer has been assigned one or more
applications to review, the information for each pending application is listed:

Reviewer Display

Reviewer Information
Gary Wilson

(207) 789-9615
akgaryw@alaska.com

Applications Available for Review

Lane Closure: 12057 Main Street - Juneau
05/18/2003 Contact: Jimmie White

Driveway / Approach Road: 12052 USS 3872 Tr 6
03/06/2003 Contact: George Jackson

By clicking on one of the applications listed, a new screen opens with the complete application (split into
three pages).

—> IMPORTANT NOTE: If the reviewer clicks Logout at the bottom of the application (rather than

the Logout button shown here), the only way the reviewer can access that application again is through the
original e-mail notification.
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Application Review Process

Review of Application by Review Groups (continued)

= The first portion of
Driveway Permit Application J the application is
Review information supplied
by the customer,
including
attachments.

Application Information
Application Number: 12052 Status: In Review

Customer Information

George Jackson
Mr. George R. Jackson
Permits Officer
6860 Glacier Highway
Juneau, AK 99801
| (907) 465-4526 ﬁ
-

Location Information

Southeast Region

1>

USS 3872 Tr &

Driveway Information

Is access available from other public
rights of way:

Is driveway/road within a platted right of —

o YES
How many lots will the driveway/road 1
serve:
ize of the tract served b
Sriz\.reway/road: ¥ 217500 square feet
Is driveway located within a zoning YES
authority:
Zoning designation: Comercial
Is the driveway proposed or existing: Proposed

Date applicant/permittee to complete
work in accordance with attached plan: 05/30/2006

Maximum number of vehicles which will
use the driveway or approach road in 15
any one hour: 4

Main use of driveway/road: Residential
Speed Limit:

Sight distance left: feet

Sight distance right: feet
Proposed land use for tract served by

driveway/road:

cemetary

fications

[x] ne_is_n.gif

A, Driveway width 24 feet

07/01/03 116 ROWDyS USER’S GUIDE



B. Left edge clearance 135 feet
C. Right edge clearance 345 feet

D. Left return radius 20 feet

E. Right return radius 20 feet

F. Shoulder width

G. Approach angle 90 degrees

H. Curb type Curb cut w/o buffer zone

1. Curb to sidewalk distance

[x] Driveway profile view

J. Left culvert foresiope 1: 10

K. Right culvert foreslope 1: 10

L. Culvert length

M. Landing grade 0.0 percent
M. Landing length 30 feet

Q. Culvert diameter

P. Culvert type None

Q. Ditch depth

R. Driveway surface type Asphalt

S, Shoulder type None

Attachments

04/24/2003 Site Plan

OCYFZCWQ.htm (13.69 KB)

Provisions

This permit is not a property right but a temporary authorization, revocable by the
State. (17 AAC 10.020 and 10.040)

If you damage any improvements within the State owned right of way, you will be
responsible for returning them to their previous condition. The Department will
inspect and approve the restored improvements. (17 AAC 10.065)

Permittee shall indemnify, defend and hold harmless the State, and its officers,
employees, and contractors, from any and all claims or actions resulting from injury,
death, loss, or damage sustained by any person or personal property resulting
directly or indirectly from Permittee’'s use of or activities in the permitted area.

If driveway construction interferes with the public's safety and/or use of facilities
within State owned right of way, you will be directed to stop work until adjustments
are made,

A copy of this permit must be on site, If any of the conditions of this permit are
violated, the State reserves the right to require the removal of all activities from the
area.

The Permit grants permission for driveway construction only, allowing access to and
from your property onto a State maintained highway. It does not permit the
following within the right of way or within that portion of a driveway that is within
the right of way: (1) Parking of vehicles "for sale”; (2) Gbstructions of any kind (i.e.
logs, cables, fencing, etc.); (3) Advertising signs or banners/flags; (4) Parking
vehicles with signs/advertising on the side.

Do not park equipment or stockpile material on the shoulder during non-working
hours.

Permittee is responsible for sight distance dearing of brush and obstructions.

Driveway landings must be paved from pavement edge on all paved roads unless
deerned otherwise by the State.

Please contact the Department for information about acceptable driveway markers
(i.e., size, materials, distance, etc.) for placement within the right of way.

The State will not change its maintenance practices to accommodate your driveway
or incur additional expense to clear snow berms or other obstacles resulting from
the Department's activities,

You may not push or otherwise deposit snow or ice onto a highway in a manner, or
in quantities, which may constitute a hazard to snow removal equipment or other
traffic. (13 AAC 02.530)

This is followed by
the General
Provisions or Special
Provisions applied to
this application, as
well as any Special
Conditions that may
have been assigned by
the Processing Agent
or another Reviewer.
(Special Conditions
are conditions that are
made applicable to a
specific permit for
unique circumstances
not already covered
by the General
Provisions or the
Special Provisions.)
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Implement the traffic control plan and maintain traffic control devices in accordance with the Alaska Traffic
Manual and any provisions and conditions noted.

All sign layouts shall conform to the Alaska Sign Design Specifications.

Fabricate spedial signs from engineering grade reflective sheeting on either sheet aluminum or plywood
panels.

Adjust sign locations in the field to provide adequate separation from existing signs. All signs shall be
visible.

Traffic control devices are not required for construction more than 2 feet behind curb, or farther than 15
feet beyond the shoulder.

Remove all traffic control devices when no longer needed.
Clean up litter or debris generated as a result of this driveway construction.

An inspection is required prior to reimbursement of your performance deposit. Please contact the
Department for an inspection appointment after final construction of your driveway.

Special Conditions

Request Date Review Group Review Date Reviewer Phone  Email Disposition
04/25/2003 Billie wWilson No Disposition
Comments:

04/25/2003 Gary Wilson No Disposition
Comments:

Review Disposition

Disposition: Mo Disposition v At the bottom of the
Internal Review Comments: form is a field for
This is ok Internal Review
Comments, where the
reviewer types in any
Special Conditions: comments applicable
HusLNE o to the application. It
also includes a field
for adding any Special
+ Update: send your disposition Conditions that the
and comments to the system . .
« Cancel: return all fields to their  Teviewer believes
Kl should be assigned.
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Application Review Process

Review of Application by Review Groups (continued)

After any comments or conditions have been entered, the reviewer can return to the Disposition field and
choose from the following menu options:

No Disposition v
No Disposition
Maore Data Required
Recommend Disapproval
No Comment

Highlighting an option returns the Review Disposition screen:

06/16/2003 State Troopers Mo Disposition
Comments: This is good

06/16/2003 Art Spencer Mo Disposition
Comments: [ like this

06/16/2003  Gary Wilson No Disposition
Comments:

iew Disposition

Disposition: | Recommend Approval e
Internal Review Comments:
I like this

Special Conditions to be added to the permit application:

One time only

Clicking Reset clears the comments and conditions.

Clicking Update attaches the comments and conditions to the application and removes the application
from the Reviewer’s Display Screen.

—> IMPORTANT NOTE: If the Reviewer clicks Logout at the bottom of the application, the reviewer
cannot access that application again except through the original e-mail notification.
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Application Review Process

FINAL ACTIONS ON APPROVED APPLICATION

If all review groups have approved the application, the processing agent will

e Fill in the expiration date

e Fill in the next action dates

e Save the application

e Export the application to MS Word for preparation of the permit

e  Mail the permit to the customer for signature and payment (if a permit fee is required).

When the processing agent receives the signed permit from the permittee, the permit is forwarded to the
appropriate DOT&PF official (depending on the type of permit) for signature.

The Processing Agent will then

o Enter the signature data in the application

e Scan the signed permit into a file

e Add this file as an attachment to the application

e Change the Status box to “Permit issued”

e Prepare a cover letter to the permittee advising that the permit is enclosed and that the permittee

may now take whatever action is authorized under the permit.

DENIED APPLICATIONS

If the processing agent determines that an application should be denied, the agent contacts his or her
supervisor to discuss the decision. The processing agent writes a denial letter to the applicant, including
appropriate excerpts from the statutes or regulations that explain why the application must be denied. The
processing agent signs the letter, has the supervisor review and initial it, and sends it to the right-of-way
chief for review and initialing. Then the letter is mailed to the applicant. Each denial letter includes a
standard paragraph about the right to appeal the decision, with appropriate contact information and with a
copy of the appeal regulations attached. A copy of the letter is scanned and electronically attached to the
application. The processing agent changes the application status to “denied.”
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GLOSSARY OF TERMS

Contact — The person designated in the application who is to be notified with information regarding the
application. This person may or may not be the customer, and is assigned a contact ID number that is
different from the customer’s ID number.

Customer — An individual, business, organization, or government agency seeking or issued a permit from
DOT&PF under the ROWDYyS program.

Customer’s User ID — The number automatically assigned to a customer when a new account is opened
on DOT&PF’s ROWDyS website.

Dependant application — A permit application that must be approved before another permit application
may be approved.

General Provisions —The default provisions that have been developed by DOT&PF for each type of
permit, and that are always required for that type of permit.

Government agency — A department or agency of a federal, state, or local government.
Individual — A single person or a family requesting a permit for personal use
Organization — A nonprofit, non-governmental entity.

Processing Agent — The DOT&PF ROW agent who is assigned by the Permit Officer to process a
specific ROWDyS application.

Permit Officer — The DOT&PF ROW agent in each regional office who is designated to be in charge of
the ROWDYyS process for the region.

Reviewer — A DOT&PF employee, usually in a section other than ROW, who has been selected to
provide a technical review of an application based on their particular expertise.

Review Group — One or more people selected to review specific types of ROWDyS applications.

Routing — One or more review groups that have been designated to review specific types of ROWDyS
applications.

Special Conditions — Conditions that are unique to a particular permit, that are not already covered by the
General Provisions or Special Provisions, and that are assigned to that permit by a processing agent or
reviewer.

Special Provisions — Provisions that have been developed by DOT&PF for each type of permit, but that
are not always appropriate for every permit of that type.

User ID — The term used interchangeably by the ROWDyS program for the ID number issued to a
customer, and for the ID name for each permit officer, processing agent, or reviewer.
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