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1.0 Introduction 

1.1 PURPOSE OF THE MANUAL 
The User and Administrator Manual provides detailed instructions for using the 
new permitting system.  It is based in part on the training manuals developed for 
the system training sessions, but it describes system usage in much greater detail 
than the training manuals.  It is intended to supplement the training manuals for 
reference and teaching purposes after initial system training is conducted. 

The sections in this manual include: 

• How a user gets started in the system; 

• Applying for various types of permits; 

• Application review process; 

• Payment and permit delivery process; 

• Various compliance activities; 

• Reports and queries available in the system; and 

• Administrative processes available in the system. 

The User and Administrator Manual is designed to be used by State of Indiana 
personnel who will be involved with the new system on a daily or regular basis.  
The DOR may elect to compile a subset of the contents that are relevant to the 
system’s end-users into a carrier and permitting service manual that DOR can 
provide to its customers. 

A separate System Operations and Maintenance document will be produced spe-
cifically for use by system administrators and information technology personnel, 
covering topics such as system monitoring procedures, backup and recovery 
procedures, and disaster recovery procedures. 
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1.2 ORGANIZATION OF THIS REPORT 
This report contains eight sections.  These sections include: 

• Section 1.0, Introduction – Describes this report in the context of the project 
and states its purpose; 

• Section 2.0, Getting Started – Describes how to get started in the system; 

• Section 3.0, Applying for Permits – Describes how to apply for various types 
of permits; 

• Section 4.0, Application Review Process – Covers the application review 
process; 

• Section 5.0, Payment and Delivery – Covers the payment and permit deliv-
ery process; 

• Section 6.0, Compliance Activities – Addresses the various compliance 
activities; 

• Section 7.0, Reports and Queries – Describes the reports and queries avail-
able in the system; and 

• Section 8.0, Administration – Covers the administration processes available 
in the system. 
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2.0 Getting Started 

In this section, we will cover the topics involved in preparing a carrier or per-
mitting service to purchase permits using the OSW system.  Not all carriers will 
wish to purchase permits online, but these carriers must still have “company 
accounts” within the system.  These carriers will submit their requests to have a 
company account by mail or in person at the MCSD service center. 

We also will cover the basic movement around the system, including log-in, log-
out, selecting tasks to complete, understanding the user home page, and viewing 
online help. 
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2.1 REQUESTING A COMPANY ACCOUNT 
A carrier (or permitting service) may request a company account with the State 
either by mail, in person, or online.  The online process corresponds to the 
physical M-201 and M-203 paper forms.  A company account is required for the 
company to do OSW-related business with the State. 

Company representatives can submit this information online, or they can mail-in 
or walk-in the information using the M-201 or M-203 form to the MCSD service 
center.  Authorized MCSD users will enter the M-201/203 form information into 
the OSW system. 

Screen 1:  Start the Request 
Each user has a “home page” for the OSW system that is customized to show the 
specific functionality that the user is authorized to access.  Customers without 
access to the system have an “anonymous” home page with limited information, 
while MCSD supervisors have the greatest access to system functionality. 

Users that have the ability to enter a company request will find a menu item 
titled “Request Company Account” in their menu bar.  [The graphic below comes 
from a menu for a MCSD supervisor.]  Clicking on the menu item will start the 
request. 
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Screen 2:  Enter Company Information 
The next screen is where the data entry for the company information will occur.  
The screen is divided into 10 data entry sections, each corresponding to a specific 
category of information required.  Unless indicated below, all fields are required. 

The process for filling out these fields is as follows. 

The Basic Account Information section captures the official information by 
which the company will be referenced in the system.  The OSW account type can 
be one of two choices: 

• A carrier that actually operates the vehicle; or 

• A permitting service that purchases permits on behalf of carriers. 

The legal name field captures the name by which the company will be referenced 
in the system.  For carriers, this is the name that will be printed on all permits. 

If the business type field was set to a carrier, the user will be asked to provide the 
Federal Motor Carrier number.  However, this is not a required field.  If the busi-
ness type field was set to a permitting service, this field is not required. 

Account identification is needed to provide the OSW system with a unique code 
for the company.  Most companies will provide their Federal Employee Identification 
Number (FEIN).  Sole proprietors, however, will often not have an FEIN; 
therefore the system requires the Social Security Number for companies that are 
sole proprietorships. 
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The vast majority of motor carriers must have a U.S. DOT number.  There are 
specific exemptions to this rule, however.  If the carrier has a valid exemption, 
the exemption checkbox should be selected.  If not, the carrier’s U.S. DOT num-
ber will be required. 

This section of the screen will disappear if a permitting service is selected as the 
company type. 

The next item is the physical address of the company, consisting of four items: 

1. Street Address (only the first line is required); 

2. City; 

3. State (from a drop-down list of choices); and 

4. Postal Code. 

Foreign carriers have two additional fields, corresponding to the jurisdiction and 
country of their company.  These fields are only required for companies without a 
physical address in the United States. 

Many companies will have a mailing address that is identical to the physical 
address.  In these situations, just place a check mark in the corresponding box, 
and the system will copy in all of the physical address information.  Otherwise, 
the fields for mailing address are identical in requirements to those for the physi-
cal address. 
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The next set of information is the contact information for the company.  Each 
company requires a point of contact.  The first name, last name, primary phone 
number, and fax number are required.  The middle initial, suffix, and alternate phone 
number are optional.  For online carriers, e-mail address is required; for all other 
users, it is optional.  Phone numbers should be in the format 888-555-5555. 

 

The remainder of the data entry involves general online account information.  
For mail-in or walk-in company requests, MCSD staff must enter the batch ID 
and item number assigned to the application request as part of MCSD’s docu-
ment logging and filing protocol.  Storing the batch ID and item number in the 
system makes it easier to retrieve the original document should questions arise. 

The final three fields are optional checkboxes corresponding to specific function-
ality within the system: 

1. Escrow is a payment mechanism available that allows a company to submit 
funds in advance to MCSD and then draw against those funds as permits are 
purchased.  Escrow is not required, but is often considered a convenient 
method by companies; 

2. Batch XML allows companies that purchase a large volume of permits to 
bypass the data entry for each permit and submit a series of permits in a sin-
gle file.  Batch XML is most appropriate for companies that store permit 
request information in their own legacy system, where the system can gener-
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ate the file.  For these companies, Batch XML reduces data entry.  Each com-
pany is responsible for creating its own batch XML file; and 

3. E-mail Notifications are available if an e-mail address has been provided to 
notify the company about various events in the system.  Examples include a 
notification that permit review has been completed, a notification that the 
company has been placed “on hold” for a violation, and a notification that a 
company’s escrow balance has fallen below a defined threshold. 

 

Once the user has completed the above data entry, the user can proceed to the 
next screen by clicking the “Next” Button. 

Screen 3:  Review Legal Conditions 
The next screen provides the user with the legal conditions for a company account.  
The legal conditions differ based on the type of company account requested.  The 
user must affirm that the conditions were read and that the company agrees to 
the conditions.  [For MCSD users, the M-201/203 paper forms have a company 
signature block where such an affirmation is made.] 

The user clicks on the “Agree” button to continue.  The user also may choose to 
go back to the previous screen, or cancel the entire application. 
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Screen 4:  Confirm the Request 
The final screen requests that the user confirm the information submitted on 
Screen 2.  All of the information is provided, and the user must click the 
“Confirm” button to actually submit the application for review.  The user also 
may choose to go back to the previous screen, or cancel the entire application. 

When a company clicks the “Confirm” button, they are returned to the home 
page.  When MCSD users click the “Confirm” button, they are immediately taken 
to the appropriate screen to approve the request, as described in the next section. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2-8  



Indiana Oversize/Overweight Permitting System 
User Manual 

2.2 LOGGING INTO THE SYSTEM 
For the vast majority of activities using the system, one needs a valid user ID and 
password.  Users will be provided with usernames and passwords as part of 
their registration into the MCSD single sign-on process. 

Once you have a user name and password, the login process is as follows: 

• Details of the login process will be provided by DOR. 

• On the screen that appears, enter your user name and password in the fields 
provided, and press the login button. 

 

If your name and password are valid, you will be taken to a home page.  If not, 
you will be asked to try again. 
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2.3 BASIC USER INTERFACE NAVIGATION 
The user interface for the OSW system is divided into three parts: 

1. The top section of each screen contains the agency banner (linked to the main 
INDOR home page), plus links to the MCSD home page, a Logout link, and a 
Contact Us link (to send an e-mail to the OSW supervisor). 

 

2. The left column along each screen contains menu items that are customized 
to match the security privileges of each user.  Clicking on any of these menu 
item starts the execution of system functionality. 

 

3. The right section of each screen is the content area.  The home page level 
shows the results of common queries that the user will often wish to make.  
As with the menu, these queries are customized for each category of user 

2-10  



Indiana Oversize/Overweight Permitting System 
User Manual 

based on security privileges.  When a user invokes a menu item, the right 
section contains the work in progress for the system functionality requested, 
such as entering data or viewing search results. 

 

Each content screen that is not at the home page level contains “Previous” and 
“Cancel” buttons.  DO NOT USE YOUR BROWSER’S PREVIOUS OR NEXT 
BUTTONS IN THE MENU BAR to navigate between screens.  Using these but-
tons will cause the system to lose important session information used to maintain 
system performance.  When appropriate, the system provides navigation buttons 
in the content area; use the “Previous” button to move backward, and the appro-
priate button (marked according to the situation, often “Next” but sometimes 
“Agree” or “Submit” or “Confirm”) to move forward.  Use links as provided for 
shortcuts to or entry points into system functionality. 

 

 

 

 

 

 

 

 

 

 

 2-11 



Indiana Oversize/Overweight Permitting System 
User Manual 

2.4 LOGGING OUT OF THE SYSTEM 
Each screen of the system contains a “Logout” link.  Clicking on the logout link 
takes the user out of the secured portion of the system.  If work was in progress 
when the logout occurs, that work is canceled and not saved. 

Closing the browser window also logs the user out of the system. 
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2.5 SPECIAL WEIGHT PROGRAM REGISTRATION 
The Special Weight 24-hour permit requires that carriers register specific vehicles 
into the “Special Program” before permits may be issued for those vehicles.  A 
program registration fee applies for the calendar year, for an unlimited number 
of power units. 

The user can use the same process to add power units to an existing Special 
Weight program registration. 

Screen 1:  Begin Program Registration 
The first screen is the user’s home page.  To start the process, the user selects the 
“Register for Special Weight” link from the left menu bar. 

 

Screen 2:  Identify a Carrier 
Screen 2 appears for MCSD staff that are processing a mail-in or walk-in request.  
The user is prompted for the carrier’s unique identification.  The carrier’s unique 
identification is their FEIN or Social Security Number.  The user enters the number 
in the box, and selects the proper radio button.  The user then clicks on the 
“Next” button. 

Users associated with carriers skip this screen, as those users may only register 
their own company, and the company is identified as part of the user’s profile. 
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Screen 3:  Carrier Information and Registration Year 
The next screen serves two purposes.  The first purpose is to confirm that the cor-
rect carrier was selected on Screen 2.  This is accomplished by presenting the 
summary information about the carrier, generating by querying the OSS data-
base with the FEIN/SSN in question. 
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The second purpose of the screen is to select a registration year.  The special 
weight program is a calendar year program.  The drop-down box allows the user 
to register for either this year’s program or next year’s program.  (A user that 
wishes to do both must go through the process twice, once for each year.) 

The renewal notification checkbox gives the user an option to have the system send 
the company’s contact from the company profile an e-mail during the autumn to 
remind the company that the program registration must be renewed. 

After these choices are made, clicking on the “Next” button takes the user to the 
next screen. 
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Screen 4:  Special Weight Fleet Management 
Unlike other OSW permits, the power units for the Special Weight program must 
be registered with the State before Special Weight permits may be issued.  The 
reason for this constraint is that the Special Weight program will have a trans-
ponder-based compliance component in the near future. 

The vehicle registration screen has two parts.  The first part allows for data entry 
of vehicle information in order to register the vehicle with the Special Weight 
program.  The second part of the screen is to manage the vehicles identified.  In 
order for any of the changes made on this screen to be reflected in the OSS 
database, the user must click on the “Complete” button to leave this screen.  If 
the “Complete” button is not selected, the changes will not take effect. 

On the top half of the screen, basic vehicle information is requested.  For each 
vehicle that the user wishes to add to the program, the user will enter the data 
for that vehicle, then click the “Save” button.  The fields included are: 

• The Vehicle Identification Number (VIN); 

• The make of the vehicle (e.g., “Mack,” “Mitsubishi”); 

• The model year of the vehicle; 

• The license plate of the vehicle; 
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• The state/province from which the license plate was obtained; and 

• The (optional) nickname the user wishes to assign to the vehicle. 

 

As vehicles are added by clicking the “Add New Vehicle” button, the bottom 
part of the screen shows the list of vehicles, one per row.  If the user has made an 
error and wishes to delete one or more vehicles, the user should mark the check-
box(es) at the beginning of the vehicle’s row(s), then click the “Delete Selected 
Vehicles” button.  The “Check All” and “Clear All” links provide shortcuts for 
managing the checkboxes. 

As mentioned above, the user must click the “Submit” button to add the vehicles 
listed on the screen to the OSS database. 
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Screen 5:  Confirmation Screen 
The next screen confirms that the registration year was added (if the user was 
adding a new registration year) and that the vehicles were associated with the 
registration.  If a new registration year has been added, there is an associated fee.  
The associated fee must be paid before any Special Weight permits may be 
issued for that registration year.  The “Make Payment” button is a shortcut to 
optionally start the payment process immediately. 
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3.0 Applying for Permits 

In this section, we will cover the functionality associated with the permit appli-
cation process.  Permit applications may be submitted online by carriers or per-
mitting companies, or by State employees who are processing walk-in or mail-in 
applications.  In addition, options are available for customers with higher vol-
umes, customers without convenient online access, as well as customers with 
complex superload applications. 
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3.1 APPLYING FOR TRIP PERMITS ONLINE 
The most common type of OSW permit is a “trip permit.”  A trip permit is valid 
for a specific movement of a vehicle with a particular load, and is generally valid 
for between 5 and 15 days depending on the type of movement. 

Screen 1:  The User’s Home Page 
The process begins from the user’s home page.  Each user has a set of menu 
options down the left side of the screen.  These menu options are based upon the 
security privileges that the user has been assigned in the system. 

If you have the appropriate security privilege to apply for multi-trip permits, you 
will have a menu option named “Apply For Permit” on the left side of the screen.  
The relative position of the menu option will differ by user.  Click on this menu 
option to begin. 

 

Screen 2:  Permit Type Selection 
The next screen has two areas of information.  The top area is for users that are 
starting a new permit.  The bottom area is for users that are continuing a draft 
permit. 
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The top data entry box is titled Start a New Permit Application.  At first, there 
may be either one or two data entry areas below it.  All users will see the Select 
Type of Permit question, while users that are not associated with a specific 
carrier also will see a Carrier Identification question. 

The process for filling out these fields is as follows. 

Carrier Identification is requested when the user is not an employee of a motor 
carrier.  These users include Permit Service users as well as state employees 
working with mail-in or walk-in applications.  To identify a carrier, the Federal 
Employer Identification Number (FEIN) is required.  For carriers that do not have 
an FEIN, the carrier’s Social Security Number (SSN) is required. 

There are two fields under Carrier Identification: 

1. The radio button FEIN/SSN.  Select the appropriate item based on what you 
know about the carrier; and 

2. The identification number box.  Enter the identification number for the carrier 
here, without any dashes or spaces. 

The next step is to Select a Type of Permit.  This field has a drop-down box with 
a variety of choices.  The specific choices vary by user based on the privileges 
associated with that user.  One choice is “Trip Permit” and that is the choice that 
should be selected for permits covering a single trip.

Note the following special permit types that may also be listed: 

• Annual or 90-Day permits.  See Section 3.2; 

• Special Weight permits are considered separately, select “Special Weight” 
and follow the instructions in Section 3.3.; and 
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• If you are applying for a pre-approval for a superload permit, select “Pre-
Approval” and refer to Section 3.7 for more information about how superload 
pre-approvals work in conjunction with trip permits. 

For the following instructions, choose “Trip Permit.”  You will notice that a new 
question appears below the selection: 

 

This question asks if the permit will be used for the transportation of manufac-
tured housing.  The question is asked here because a Yes or No answer will allow 
the system to customize the following screens and questions.  The question has a 
radio button answer with either “Yes” or “No,” with the default set to “No.” 
Answer either Yes or No based on the item to be moved. 

The bottom data entry box is titled Continue an Application that was Saved as a 
Draft.  The user will fill out either this box or the Start a New Permit Application 
box, not both boxes.  As a user is filling out a permit application online, there are 
many circumstances where the user either does not have all the information 
needed (example:  all 17 characters of the vehicle identification number), or the 
user is interrupted by an external need (example:  a telephone call).  The user will 
be able to place a permit application in “DRAFT” mode, and will receive a trans-
action number. 

The Permit Number field is where the user enters the previously received transac-
tion number in order to continue.  This is a 10-digit number that the system ran-
domly generates at the beginning of each permit transaction. 

If you have a draft transaction that you wish to continue, enter the 10-digit 
number that the system provided when you saved the transaction, and click the 
“Next” button to continue. 

At this point, you are ready to move to the next screen, so click the “Next” button 
to continue. 

Company Hold Error Message 
There are situations when a company is placed on “hold” either for violating the 
policies of the Department of Revenue or for roadside violations logged by the 
Indiana State Police.  If a company is on hold, the system will stop the applica-
tion here and present an error message screen outlining the situation. 
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DOR staff with the appropriate privilege may override the company hold for this 
particular transaction.  These users will see the following data entry box above 
the detailed hold information. 
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If you are able to temporarily override the hold and have a business reason to do 
so, enter the reason in the text box labeled “Comment” and then click the 
“Override” button to continue.  The reason, the date/time, and your user name 
will be logged in the system to track how the hold was overridden. 

Screen 3:  Carrier Information Summary 
If there are no holds, the next screen summarizes the information about the car-
rier.  The information is derived from the carrier’s company profile.  The infor-
mation includes: 

• The legal name of the carrier; 

• The carrier’s FEIN or SSN; 

• The carrier’s U.S. DOT number; 

• The carrier’s physical and mailing addresses; and 

• OSW-specific contact information (name, phone, e-mail). 

For a specific permit, however, there may be a special point of contact.  An 
example might be if the carrier has a power unit where the driver has a computer 
and printer, and is able to print out permits in the vehicle.  For these situations, 
the system allows the user to enter permit-specific contact information, including: 
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• Contact name; 

• Contact phone; and 

• Contact e-mail. 

If there is no special contact for this permit, leave these fields blank. 

When you are ready, click the “Next” button to continue. 

Screen 4:  Previous Transaction and Start Date 
Screen 4 has two purposes.  The first purpose is to provide the user with a short-
cut if they are working with a previously purchased permit and wish to repeat 
some or all of the information from that permit.  The second purpose is to iden-
tify the start date of the new permit.  Each of these purposes is contained in its 
own data entry box on this screen. 

 

The first data entry box is to Enter the Start Date.  Enter the day, month, and 
year in the three data entry boxes.  You will notice that the boxes will default to 
either today’s date or tomorrow’s date depending on the time of day. 

If you are not sure of the start date, click on the small picture of a calendar next 
to the year.  A calendar dialog box will pop up on your screen.  (Note that if you 
have set your browser to prohibit “pop-ups” then this box will not appear, and 
you will need to adjust your browser’s settings accordingly.)  The “<<“ and “>>“ 
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links scroll the calendar backward and forward a month, respectively.  Double-
click on the date you wish to select to transfer the information to the main screen.  
The calendar box will close automatically. 

The second data entry box is to Identify a Previous Transaction.  There are three 
situations where you will be entering information into this area: 

1. If you have a permit where you wish to use some or all of that information to 
fill in the data for a new permit, you will select the Permit which I wish to 
duplicate radio button. 

2. If you have a 90-Day or Annual permit that is about to expire, and you wish 
to buy a copy of the exact same permit and have it automatically start the day 
after the current permit expires, you will select the Permit which I wish to 
renew radio button.  (When you do this, the data entry box below it will 
disappear, since the system can calculate the start date from the previous 
permit.) 

3. If you have a superload pre-approval (see Section 3.7) and wish to purchase a 
permit for the load and trip specified in the pre-approval, you will select the 
Pre-approval for a Superload radio button. 

In case 1 or 2, you will enter the transaction number from the previous permit 
(found in the upper right corner of the permit) in the data entry field labeled 
Permit Number.  In case 3, you will enter the transaction number for the superload 
pre-approval that was issued previously. 

When you are ready to continue, click the “Next” button. 

Screen 5:  Vehicle Information 
Screen 5 requests the details of the power unit that will be using this permit, as 
well as a confirmation about the dimensions of the combined power unit and 
load. 

Power Unit Information 
The first data entry box is about the Power Unit.  There are seven questions, and 
the first six of them are required values.  The questions are summarized in the 
following table. 
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Table 3.1 Data Entry Information 
Field Label Description of What to Enter Notes 

VIN The 17-character Vehicle Identification 
Number of the power unit 

• If you are a carrier and only know 
the last five characters (or the 
vehicle’s nickname) but have pur-
chased a permit for that vehicle 
using this system, press “Lookup.” 

• Some older vehicles may have a 
smaller identification code 

Make The manufacturer of the vehicle, such 
as MACK or MITSUBISHI 

 

Model Year The four-digit model year of the vehi-
cle, such as 2004 

 

License Plate The license plate identifier of the vehi-
cle, generally from 3-7 characters 

For self-propelled vehicles without a 
license plate, enter the text No_Plt 

State Plated In The state (or Canadian province) 
where the license plate was issued 

Select from a drop-down list of avail-
able values.  If your choice is not 
found, please contact MCSD by tele-
phone for assistance. 

Type The description that best describes the 
combination of the power unit and load. 

Select from a drop-down list of avail-
able values.  The choices are: 
• Truck; 
• Truck-Trailer; 
• Tractor; 
• Tractor-Trailer; 
• Self-Propelled; 
• Auto/Trailer; and 
• Other. 

Nickname/Unit Number Often a carrier has its own internal 
identification for a vehicle.  If there is 
an internal identification that you would 
like to use in the future to look up this 
vehicle, enter it here. 

This field is not required.  To recall a 
vehicle for which you have previously 
assigned a nickname, select the 
“Lookup” button next to the VIN field. 
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Vehicle Lookup Screen Option 
In some cases, the user (State employees will not have this option) may not know 
the full vehicle identification number, or may have used the Nickname/Unit 
Number field on a previous transaction and wishes to recall the vehicle from the 
system’s database.  In either situation, the user should click the “Lookup” button 
next to the VIN field.  The current screen will be replaced with the following 
question: 

 

In the data entry field, enter either one of the following: 

• The last five characters of the vehicle’s VIN; or 

• The nickname that was associated with the vehicle on a previous transaction. 

Once you have entered this information, click the “Next” button to continue.  If 
you reached this page by inadvertently selecting the “Lookup” button, click the 
“Cancel” button to go back to the power unit data entry.  Once “Next” is pressed, 
the system will search the database and return any vehicles that match the search 
criteria. 
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If the system returned the appropriate vehicle, click on the “Choose” link next to 
that vehicle.  The system will return to the power unit data entry box and fill in 
the appropriate information. 

If the system did not return the appropriate vehicle, you may try another search 
as described above, or select “Cancel” to return to the power unit data entry box. 

Load Details 
The next section concerns the item(s) being carried on this trip.  There are three 
fields.  The first field is for a description of the load.  This is a free-form text field.  
An entry here should be able to be understood by both the state staff that may 
review the application before approval, as well as any enforcement staff that 
review the actual permit in the field. 

The second fields is for how the load is situated on the vehicle if the load con-
tains multiple pieces.  There are six possible choices: 

1. Single Item is selected if the load does not consist of multiple items; 
2. Side by Side; 
3. Crated; 
4. Nested; 
5. End to End; and 
6. Stacked. 
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The final field in this section is the load serial number.  Depending on the choices 
made earlier, this field may be required.  For example, it is required for any 
manufactured housing permits. 

Dimensions and Weight 
The final set of information is the dimensions and weight of the vehicle and load.  
There are five fields, all required: 

1. The gross vehicle weight, in pounds; 

2. The number of axles; 

3. The relevant length of the vehicle.  If this is a two-vehicle combination, and a 
fifth-wheel hookup is used, then enter the trailer and load length.  Otherwise, 
enter the overall end-to-end length (bumper to bumper plus any overhangs); 

4. The height of the vehicle/load, in feet and inches; and 

5. The width of the vehicle/load, in feet and inches. 

 

Once these fields have been entered, click the “Next” button to continue. 
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Screen 6:  Axle Details 
On the next screen, the user is asked for information about how the weight of the 
vehicle/load is distributed across the vehicle.  This set of information is 
requested to verify if the vehicle is overweight, and if so, if it is a “superload” 
that will require additional manual review. 

Based on the number of axles entered on the previous screen, the system pro-
vides a series of rows of data entry.  On each row, the user is asked to enter 
information about a particular axle, including: 

• The weight (in pounds) of the overall vehicle that is loaded onto this particu-
lar axle; and 

• The distance (in feet and inches) from the center of this axle to the center of 
the next axle. 

 

The last axle does not have an associated distance.  Once this data is entered, the 
user may click on the “Next” button to move to the next screen. 

Screen 7:  Additional Axle Details for Superloads 
After the “Next” button was clicked on the previous screen, the system deter-
mines if the vehicle is a “superload” movement.  Superload movements require 
additional information and manual review by a Department of Transportation 
engineer. 
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One piece of information requested is information about the tires that will be 
used on the trip.  Three pieces of information are requested for each axle: 

1. The number of tires on that axle (most often 2 or 4); 

2. The width between the tires (between the inside edge of the rightmost tire on 
the left side to the inside edge of the leftmost tire on the right side), in feet 
and inches; and 

3. The rating and rim size of the tire, to be selected from a drop-down list of 
choices. 

 

Once this data is entered, the user may click on the “Next” button to move to the 
next screen. 

Screen 8:  Origin and Destination Selection 
Once the details of the vehicle are captured, the next step is to determine the trip.  
The system captures the vehicle information first in order to help the user by fil-
tering out any of the common trip routes for which the vehicle may have an issue 
due to its dimensions and/or weights. 

The first step in this process is to capture the origin and destination of the trip.  
The origin and destination follow the same format, which is: 

CITY/HIGHWAY or BORDER/HIGHWAY 
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The following conventions are used: 

• For trips starting/ending at a state border, the two-letter abbreviation for the 
other border state (Illinois, Michigan, Ohio, and Kentucky) is used; 

• For trips starting at the edge of a city, the full name of the city is used, except 
that Indianapolis may be abbreviated to INDY; and 

• Highway identifiers are: 

– I for Interstate highways (I94); 

– U.S. for U.S. highways (US41); and 

– SR for Indiana State highways (SR10). 

A drop-down list of the most common origin and destination points has been 
provided.  If none of these options are appropriate, the user may enter a text field 
in the box underneath the drop-down list.  Entering a value not on the drop-
down list will cause the application to be manually reviewed by the State before 
approval. 

Once this data is entered, the user may click on the “Next” button to move to the 
next screen. 
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Screen 9:  Route Selection 
Once the origin and destination are known, the system searches for any common 
envelope routes that serve this origin/destination pair.  The system has a pre-
loaded set of envelope routes.  These routes are the ones that are most frequently 
approved for the origin and destination pair. 

For the vehicle dimensions entered and the start date of the permit, however, not 
all routes may be appropriate.  The system filters out routes for two reasons: 

• The route has a limit on one or more dimensions which is lower than the cor-
responding dimensions for the vehicle; or 

• The route has a travel restriction such as construction that is constraining the 
vehicles that may use the route. 

If any envelope routes are found, they are shown on the top part of the screen.  
Routes that cannot be used have a restriction listed in red, and the radio button 
for that route cannot be selected.  If the user selects a radio button that is avail-
able, the system will use that route, and the route will not need to be reviewed by 
the State.  (The permit application may still need to be reviewed for other rea-
sons, however.) 

 

If none of the envelope routes are appropriate, the user may enter a custom 
route.  There are four fields for a custom route. 
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The requested route is a series of highways and potentially exits that the trip will 
cover between the origin and destination.  Each highway or exit is separated by a 
hyphen.  An example of a route is: 

SR37-I465WBML-X20-I65-I94 

The highway numbers use the following syntax: 

• I for Interstate highways (I94); 

• U.S. for U.S. highways (US41); 

• SR for Indiana State highways (SR37); and 

• X for an exit off of an interstate highway (X20). 

The highway number can have two additional suffixes: 

1. The direction of traffic, if a ring road such as I465 is used (I465WB); and 

2. The characters ML if the middle lane must be used (I465WBML). 

The next field is the mileage for the trip using the route requested.  This mileage 
should be entered as a whole number of miles. 

The final two fields are checkboxes for characteristics of the trip that affect the 
special provisions and/or fees for the permit if approved: 

1. If the Indiana Toll Road is used for any portion of the trip, check the first box.  
Agents must be sure this box is checked if the route includes the toll road; 
otherwise, it should not be checked; and 

2. If the trip uses all Interstate highways, check the second box. 

A permit application using a custom route is always manually reviewed by a 
state employee before the application is approved. 

Route Survey Question 
Vehicles that are oversized may require a route survey.  The system determines if 
a route survey is needed based on comparing the height of the vehicle/load with 
the current cutoff value.  The cutoff value is configurable in case it must change 
over time, and is set by the MCSD Supervisor.  As of July 1, 2005, this value was 
17 feet high, 18 feet wide, and/or 130 feet long. 

If the above situation exists, a question will be presented asking if a route survey 
was conducted.  This is a yes or no answer, and the appropriate radio button 
should be selected.  If a route survey was not conducted, the State may request 
additional information. 

If the load exceeds 17 feet high, an additional question will be asked concerning 
utility lines.  The State has information about height constraints from bridges and 
work zones, but not about the effects of utility lines.  It is the carrier’s responsi-
bility to identify any utility lines that may affect the safety of the trip.  If any lines 
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will affect the trip, a letter is required from the appropriate utility company 
advising how the issue will be mitigated.  This also is a yes or no question. 

If a letter must be sent in, the user will be provided with a voucher that must be 
printed and used when faxing or mailing in the documentation from the utility 
company. 

 

Once this data is entered, the user may click on the “Next” button to move to the 
next screen. 

Screen 10:  Estimated Cost 
The next screen shows the estimated cost of the permit.  The cost is calculated 
automatically by the system based on the type of permit requested, the vehicle 
dimensions and weights, the route selected, and the start date of the permit. 
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Special Provisions 
Based on the information provided, the system may assign one or more special 
provisions as conditions for approval of the permit.  If special provisions have 
been identified, the user must accept the provisions by checking the box at the 
bottom of the screen. 

Prequalified Signal Contractor 
One of the special provisions requires that the carrier identify a signal contractor 
that will accompany the trip when the vehicle is not on the Interstate Highway 
system.  Only a prequalified set of contractors may be used, and the full set of 
current contractors is provided in a drop-down box. 
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The user may then click the “Next” button to continue. 

Screen 11:  Comments 
At this point in the process, the system has decided if manual review by a State 
employee is required, or if the system itself can automatically approve the per-
mit.  If the system can automatically approve the permit, this screen is skipped. 

If manual review is required, the user is presented with an opportunity to add 
comments that will be read by the reviewer.  These comments are not printed on 
the approved permit.  Comments are optional. 
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After any comments are added, the user should click the “Next” button to 
continue. 

Screen 12:  Delivery Method 
The next screen asks how the permit shall be delivered.  There are two choices: 

1. The permit may always be downloaded online by the user.  This is the 
default option. 
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2. The user may request that the permit also be delivered by fax.  The user must 
enter a fax number to continue.  The Department of Revenue may impose a 
surcharge for a fax delivery.  It is the customer’s responsibility to ensure that 
the destination fax machine is operational.  If for any reason the permit was 
not received by fax, the permit can still be obtained online. 
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After you have selected a delivery method, click the “Next” button to continue. 

Screen 13:  User Confirmation 
The system will now return a user confirmation screen.  The confirmation screen 
has two parts.  The first part summarizes the information entered by the user 
about the permit. 
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The next part provides a summary of conditions to which the user must agree in 
order to apply for the permit.  The user must check any checkboxes in this 
section.  If not, the system will not allow the user to continue the application 
process. 
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The user then presses the “Submit” button. 

ONCE THE SUBMIT BUTTON IS PRESSED, THE USER IS RESPONSIBLE 
FOR THE PERMIT.  FAILURE TO PURCHASE THE PERMIT IN A TIMELY 
FASHION IS CAUSE FOR INDOR TO PLACE THE USER’S COMPANY ON 
HOLD. 

Screen 14:  System Confirmation 
On the final screen in the process, the system confirms that the application has 
been received. 

Trip permits that are not superloads and where the user has selected an unre-
stricted envelope route are automatically approved by the system.  The permit 
cannot be downloaded or faxed, however, until payment has been received.  
Depending on the user’s privileges, a button may be present to “Make Payment.”  
Payment options are explained in detail in Section 5.0 of this manual. 
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If the system cannot automatically approve the permit, it will queue the permit 
for manual review by a State employee.  If this is the case, a message will appear 
on the confirmation screen to that effect. 

If the user has indicated that the carrier has additional information that must be 
faxed or mailed to the State, a voucher page is generated.  The user is provided 
with a link to the voucher page; clicking the link will open a new window with a 
PDF file.  (Users must have Adobe Acrobat Reader installed on their computer.)  
The user must print out this voucher and use it as a cover sheet when mailing or 
faxing the information to the State.  The voucher page includes the transaction 
number for the application, and a checklist of items required. 
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If the user has submitted an application that the system classifies as a “super-
load,” the voucher link also will appear.  This voucher will not have a checklist, 
but is used in the event that during review, the Department of Transportation 
engineer determines that additional information must be submitted. 

At this point, the user may select any menu item from the left to continue. 
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3.2 APPLYING FOR MULTI-TRIP PERMITS ONLINE 
In this section, we will describe how authorized users may apply for permits that 
cover multiple trips.  These permits are valid for either 90 days or one year.  
There are five subtypes of annual permits and three subtypes of 90-Day permits: 

• Annual Permits: 

– Oversize; 

– Toll Road Gate; 

– 12-foot Mobile Home; 

– 14-foot Mobile Home; and 

– 12-foot Mobile Home Dealer. 

• 90-Day Permits: 

– Oversize; 

– 12-foot Mobile Home; and 

– 14-foot Mobile Home. 

Screen 1:  The User’s Home Page 
The process begins from the user’s home page.  Each user has a set of menu 
options down the left side of the screen.  These menu options are based upon the 
security privileges that the user has been assigned in the system. 

If you have the appropriate security privilege to apply for multi-trip permits, you 
will have a menu option named “Apply For Permits” on the left side of the 
screen.  The relative position of the menu option will differ by user.  Click on this 
menu option to begin. 
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Screen 2:  Permit Type Selection 
The next screen has two areas of information.  The top area is for users that are 
starting a new permit.  The bottom area is for users that are continuing a draft 
permit. 
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The top data entry box is titled Start a New Permit Application.  At first, there 
may be either one or two data entry areas below it.  All users will see the Select 
Type of Permit question, while users that are not associated with a specific carrier 
also will see a Carrier Identification question. 

The process for filling out these fields is as follows. 

Carrier Identification is requested when the user is not an employee of a motor 
carrier.  These users include Permit Service users as well as state employees 
working with mail-in or walk-in applications.  To identify a carrier, the Federal 
Employer Identification Number (FEIN) is required.  For carriers that do not have 
an FEIN, the carrier’s Social Security Number (SSN) is required. 

There are two fields under Carrier Identification: 

1. The radio button FEIN/SSN.  Select the appropriate item based on what you 
know about the carrier; and 

2. The identification number box.  Enter the identification number for the carrier 
here, without any dashes or spaces. 

The next step is to Select a Type of Permit.  This field has a drop-down box with 
a variety of choices.  The specific choices vary by user based on the privileges 
associated with that user, but the two choices relevant for multi-trip permits are 
Annual Permit and 90-Day Permit. 

Select the Annual Permit if you wish to buy a permit that has a duration of one 
year, or the 90-Day Permit if you wish to buy a permit that has a duration of 90 
days. 

Once you select one of these choices, you will notice that a new question appears 
below the selection. 

 

This question asks if the permit will be used for the transportation of manufac-
tured housing.  The question is asked here because a Yes or No answer will allow 
the system to customize the following screens and questions.  The question has a 
radio button answer with either “Yes” or “No,” with the default set to “No.” 
Answer either Yes or No based on the item to be moved. 

The top data entry box is titled Continue an Application that was Saved as a 
Draft.  As a user is filling out a permit application online, there are many cir-
cumstances where the user either does not have all the information needed 
(example:  all 17 characters of the vehicle identification number), or the user is 
interrupted by an external need (example:  a telephone call).  The user will be 
able to place a permit application in “DRAFT” mode, and will receive a transac-
tion number. 
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The Permit Number field is where the user enters the previously received transac-
tion number in order to continue.  This is a 10-digit number that the system ran-
domly generates at the beginning of each permit transaction. 

If you have a draft transaction that you wish to continue, enter the 10-digit 
number that the system provided when you saved the transaction, and click the 
“Next” button to continue. 

At this point, you are ready to move to the next screen, so click the “Next” button 
to continue. 

Company Hold Error Message 
There are situations when a company is placed on “hold” either for violating the 
policies of the Department of Revenue or for roadside violations logged by the 
Indiana State Police.  If a company is on hold, the system will stop the applica-
tion here and present an error message screen outlining the situation. 

 

DOR staff with the appropriate privilege may override the company hold for this 
particular transaction.  These users will see the following data entry box above 
the detailed hold information. 
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If you are able to temporarily override the hold and have a business reason to do 
so, enter the reason in the text box labeled “Comment” and then click the 
“Override” button to continue.  The reason, the date/time, and your user name 
will be logged in the system to track how the hold was overridden. 

Screen 3:  Carrier Information Summary 
If there are no holds, the next screen summarizes the information about the car-
rier.  The information is derived from the carrier’s company profile.  The infor-
mation includes: 

• The legal name of the carrier; 

• The carrier’s FEIN or SSN; 

• The carrier’s U.S. DOT number; 

• The carrier’s physical and mailing addresses; 

• General corporate contact information (phone, fax, e-mail); and 

• OSW-specific contact information (name, phone, e-mail). 

For a specific permit, however, there may be a special point of contact.  An 
example might be if the carrier has a power unit where the driver has a computer 
and printer, and is able to print out permits in the vehicle.  For these situations, 
the system allows the user to enter permit-specific contact information, including: 
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• Contact name; 

• Contact phone; and 

• Contact e-mail. 

If there is no special contact for this permit, leave these fields blank. 

When you are ready, click the “Next” button to continue. 

Screen 4:  Multi-Trip Permit Type Selection 
The beginning of Section 3.2 outlined the various types of multi-trip permits.  On 
Screen 2, you selected that you wished a 90-day or an annual permit, and if you 
were transporting manufactured housing.  Based on your answers, the system 
has now filtered the choices to a smaller set, and presents this set to you for your 
choice. 

 

The question has between one and three answers, controlled with a radio button.  
Select the type of permit that you wish to purchase, and click the “Next” button 
to continue. 

If you believe that you made an error on Screen 2, click the “Previous” button to 
go back to Screen 2 and change your selection.  If you are not sure, you may 
press “Save as Draft” button to stop here and receive a 10-digit transaction num-
ber to use later, or “Cancel” to stop the application and discard your choices. 
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There are four possible sets of radio buttons based on the selections made on the 
previous screen.  The four sets of radio buttons are shown below: 

 

 

 

 

Screen 5:  Previous Transaction and Start Date 
Screen 5 has two purposes.  The first purpose is to provide the user with a short-
cut if they are working with a previously purchased permit and wish to repeat 
some or all of the information from that permit.  The second purpose is to iden-
tify the start date of the new permit.  Each of these purposes is contained in its 
own data entry box on this screen. 
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The first data entry box is to Enter the Start Date.  Enter the day, month, and 
year in the three data entry boxes.  You will notice that the boxes will default to 
either today’s date or tomorrow’s date depending on the time of day. 

If you are not sure of the start date, click on the small picture of a calendar next 
to the year.  A calendar dialog box will pop up on your screen.  (Note that if you 
have set your browser to prohibit “pop-ups” then this box will not appear, and 
you will need to adjust your browser’s settings accordingly.)  The “<<“ and “>>“ 
links scroll the calendar backward and forward a month, respectively.  Double-
click on the date you wish to select to transfer the information to the main screen.  
The calendar box will close automatically. 

The second data entry box is to Identify a Previous Transaction.  There are two 
situations where you will be entering information into this area: 

1. If you have a permit where you wish to use some or all of that information to 
fill in the data for a new permit, you will select the Permit which I wish to 
duplicate radio button; 

2. If you have a permit that is about to expire, and you wish to buy a copy of the 
exact same permit and have it automatically start the day after the current 
permit expires, you will select the Permit which I wish to renew radio button.  
(When you do this, the data entry box below it will disappear, since the sys-
tem can calculate the start date from the previous permit.) 
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In either case, you will enter the transaction number from the previous permit 
(found in the upper right corner of the permit) in the data entry field labeled 
Permit Number. 

When you are ready to continue, click the “Next” button. 

Screen 6:  Vehicle Information 
Screen 6 requests the details of the power unit that will be using this permit, as 
well as a confirmation about the dimensions of the combined power unit and 
load. 

Power Unit Information 
The first data entry box is about the Power Unit.  There are seven questions, and 
the first six of them are required values.  The questions are summarized in the 
following table. 

Table 3.2 Data Entry Information 
Field Label Description of What to Enter Notes 

VIN The 17-character Vehicle Identification 
Number of the power unit 

• If you are a carrier and only know 
the last five characters (or the 
vehicle’s nickname) but have pur-
chased a permit for that vehicle 
using this system, press “Lookup.” 

• Some older vehicles may have a 
smaller identification code 

Make The manufacturer of the vehicle, such as 
MACK or MITSUBISHI 

 

Model Year The four-digit model year of the vehicle, 
such as 2004 

 

License Plate The license plate identifier of the vehicle, 
generally from 3-7 characters 

 

State Plated In The state (or Canadian province) where the 
license plate was issued 

Select from a drop-down list of avail-
able values.  If your choice is not 
found, please contact MCSD by tele-
phone for assistance. 

Type The description that best describes the 
combination of the power unit and load. 

Select from a drop-down list of avail-
able values.  The choices are: 
• Truck; 
• Truck-Trailer; 
• Tractor; 
• Tractor-Trailer; 
• Self-Propelled; 
• Auto/Trailer; and 
• Other. 
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Field Label Description of What to Enter Notes 

Nickname/ 
Unit Number 

Often a carrier has its own internal identifi-
cation for a vehicle.  If there is an internal 
identification that you would like to use in the 
future to look up this vehicle, enter it here. 

This field is not required.  To recall a 
vehicle for which you have previously 
assigned a nickname, select the 
“Lookup” button next to the VIN field. 

Vehicle Lookup Screen Option 
In some cases, the user (State employees will not have this option) may not know 
the full vehicle identification number, or may have used the “Nickname/Unit 
Number” field on a previous transaction and wishes to recall the vehicle from the 
system’s database.  In either situation, the user should click the “Lookup” button 
next to the VIN field.  The current screen will be replaced with the following 
question: 

 

In the data entry field, enter either one of the following: 

• The last five characters of the vehicle’s VIN; or 

• The nickname that was associated with the vehicle on a previous transaction. 

Once you have entered this information, click the “Next” button to continue.  If 
you reached this page by inadvertently selecting the “Lookup” button, click the 
“Cancel” button to go back to the power unit data entry.  Once “Next” is pressed, 
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the system will search the database and return any vehicles that match the search 
criteria. 

 

If the system returned the appropriate vehicle, click on the “Choose” link next to 
that vehicle.  The system will return to the power unit data entry box and fill in 
the appropriate information. 

If the system did not return the appropriate vehicle, you may try another search 
as described above, or select “Cancel” to return to the power unit data entry box. 

Dimension Verification Information 
Because you are applying for a multi-trip permit, there may be no one particular 
height, length, and width that will apply for all trips using this permit.  The per-
mit, however, has limitations on the size of the vehicle plus load that can be 
moved. 

Based on your previous answers about permit type, the system determines the 
maximum dimensions that you will be able to have for any trip using this per-
mit.  The system will display these limits in a box similar to the one below. 
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You must check the box to indicate that you affirm that the permit will only be 
used within the legal limits presented.  If you do not check the box, the system 
will not allow you to proceed with your application. 

When you have filled out the information on this screen, click the “Next” button 
to continue. 

Screen 7:  Estimated Cost 
The next screen shows the estimated cost of the permit.  The cost is calculated 
automatically by the system based on the type of permit requested and the start 
date of the permit. 

 

If you wish to continue with this transaction, click the “Next” button. 

3-40  



Indiana Oversize/Overweight Permitting System 
User Manual 

Screen 8:  Delivery Method 
The next screen asks how the permit shall be delivered.  There are two choices: 

1. The permit may always be downloaded online by the user.  This is the 
default option. 

 

2. The user may request that the permit also be delivered by fax.  The user must 
enter a fax number to continue.  The Department of Revenue may impose a 
surcharge for a fax delivery.  It is the customer’s responsibility to ensure that 
the destination fax machine is operational.  If for any reason the permit was 
not received by fax, the permit can still be obtained online. 
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After you have selected a delivery method, click the “Next” button to continue. 

Screen 9:  User Confirmation 
The system will now return a user confirmation screen.  The confirmation screen 
has two parts.  The first part summarizes the information entered by the user 
about the permit. 
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The next part provides a summary of conditions to which the user must agree in 
order to apply for the permit.  The user must check any checkboxes in this 
section.  If not, the system will not allow the user to continue the application 
process. 

 3-43 



Indiana Oversize/Overweight Permitting System 
User Manual 

 

The user then presses the “Submit” button. 

ONCE THE SUBMIT BUTTON IS PRESSED, THE USER IS RESPONSIBLE 
FOR THE PERMIT.  FAILURE TO PURCHASE THE PERMIT IN A TIMELY 
FASHION IS CAUSE FOR INDOR TO PLACE THE USER’S COMPANY ON 
HOLD. 

Screen 10:  System Confirmation 
On the final screen in the process, the system confirms that the application has 
been received.  For multi-trip permits, the system is able to automatically 
approve the application without staff review.  Therefore, the screen will always 
show that the application was approved. 
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The permit cannot be downloaded or faxed, however, until payment has been 
received.  Depending on the user’s privileges, a button may be present to “Make 
Payment.”  Payment options are explained in detail in Section 5.0 of this manual. 
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3.3 APPLYING FOR SPECIAL WEIGHT PERMITS ONLINE 
Special Weight permits are valid for 24 hours, and are valid for multiple moves 
with a single vehicle.  The tradeoff is that there is a limited route network avail-
able (see state documentation for the current list), and there are specific weight 
and size limits.  In addition, vehicles must be on a registered list within the sys-
tem (see Section 2.7 for details). 

The effect is that the effort to apply for Special Weight permits is much easier 
than trip or multi-trip permits. 

Screen 1:  The User’s Home Page 
The process begins from the user’s home page.  Each user has a set of menu 
options down the left side of the screen.  These menu options are based upon the 
security privileges that the user has been assigned in the system. 

If you have the appropriate security privilege to apply for multi-trip permits, you 
will have a menu option named “Apply For Permits” on the left side of the 
screen.  The relative position of the menu option will differ by user.  Click on this 
menu option to begin. 

 

Screen 2:  Permit Type Selection 
The next screen has two areas of information.  The top area is for users that are 
starting a new permit.  The bottom area is for users that are continuing a draft 
permit. 
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The top data entry box is titled Start a New Permit Application.  At first, there 
may be either one or two data entry areas below it.  All users will see the Select 
Type of Permit question, while users that are not associated with a specific carrier 
also will see a Carrier Identification question. 

The process for filling out these fields is as follows. 

Carrier Identification is requested when the user is not an employee of a motor 
carrier.  These users include Permit Service users as well as state employees 
working with mail-in or walk-in applications.  To identify a carrier, the Federal 
Employer Identification Number (FEIN) is required.  For carriers that do not have 
an FEIN, the carrier’s Social Security Number (SSN) is required. 

There are two fields under Carrier Identification: 

1. The radio button FEIN/SSN.  Select the appropriate item based on what you 
know about the carrier; and 

2. The identification number box.  Enter the identification number for the carrier 
here, without any dashes or spaces. 

The next step is to Select a Type of Permit.  This field has a drop-down box with 
a variety of choices.  If the carrier has registered for the Special Weight program 
(see Section 2.7), then the Special Weight choice will appear. 

The bottom data entry box is titled Continue an Application that was Saved as a 
Draft.  As a user is filling out a permit application online, there are many cir-
cumstances where the user either does not have all the information needed 
(example:  all 17 characters of the vehicle identification number), or the user is 
interrupted by an external need (example:  a telephone call).  The user will be 
able to place a permit application in “DRAFT” mode, and will receive a transac-
tion number. 
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The Permit Number field is where the user enters the previously received transac-
tion number in order to continue.  This is a 10-digit number that the system ran-
domly generates at the beginning of each permit transaction. 

If you have a draft transaction that you wish to continue, enter the 10-digit 
number that the system provided when you saved the transaction, and click the 
“Next” button to continue. 

Company Hold Error Message 
There are situations when a company is placed on “hold” either for violating the 
policies of the Department of Revenue or for roadside violations logged by the 
Indiana State Police.  If a company is on hold, the system will stop the applica-
tion here and present an error message screen outlining the situation. 

 

DOR staff with the appropriate privilege may override the company hold for this 
particular transaction.  These users will see the following data entry box above 
the detailed hold information: 
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If you are able to temporarily override the hold and have a business reason to do 
so, enter the reason in the text box labeled “Comment” and then click the 
“Override” button to continue.  The reason, the date/time, and your user name 
will be logged in the system to track how the hold was overridden. 

Screen 3:  Carrier Information Summary 
If there are no holds, the next screen summarizes the information about the car-
rier.  The information is derived from the carrier’s company profile.  The infor-
mation includes: 

• The legal name of the carrier; 

• The carrier’s FEIN or SSN; 

• The carrier’s U.S. DOT number; 

• The carrier’s physical and mailing addresses; 

• General corporate contact information (phone, fax, e-mail); and 

• OSW-specific contact information (name, phone, e-mail). 

For a specific permit, however, there may be a special point of contact.  An 
example might be if the carrier has a power unit where the driver has a computer 
and printer, and is able to print out permits in the vehicle.  For these situations, 
the system allows the user to enter permit-specific contact information, including: 
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• Contact name; 

• Contact phone; and 

• Contact e-mail. 

If there is no special contact for this permit, leave these fields blank. 

When you are ready, click the “Next” button to continue. 

Screen 4:  Previous Transaction and Start Date 
Screen 4 has two purposes.  The first purpose is to provide the user with a short-
cut if they are working with a previously purchased permit and wish to repeat 
some or all of the information from that permit.  The second purpose is to iden-
tify the start date of the new permit.  Each of these purposes is contained in its 
own data entry box on this screen. 

 

The first data entry box is to Enter the Start Date.  Enter the day, month, and 
year in the three data entry boxes.  You will notice that the boxes will default to 
either today’s date or tomorrow’s date depending on the time of day. 

If you are not sure of the start date, click on the small picture of a calendar next 
to the year.  A calendar dialog box will pop up on your screen.  (Note that if 
you have set your browser to prohibit “pop-ups” then this box will not appear, 
and you will need to adjust your browser’s settings accordingly.)  The “<<“ and 
“>>“ links scroll the calendar backward and forward a month, respectively.  
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Double-click on the date you wish to select to transfer the information to the 
main screen.  The calendar box will close automatically. 

Special Weight permits differ from other permits in that permits can be ordered 
to start at a specific time.  Enter the time in the fields provided. 

The second data entry box is to Identify a Previous Transaction.  There are two 
situations where you will be entering information into this area: 

1. If you have a permit where you wish to use some or all of that information to 
fill in the data for a new permit, you will select the Permit which I wish to 
duplicate radio button; and 

2. If you have a permit that is about to expire, and you wish to buy a copy of the 
exact same permit and have it automatically start the day after the current 
permit expires, you will select the Permit which I wish to renew radio button.  
(When you do this, the data entry box below it will disappear, since the sys-
tem can calculate the start date from the previous permit.) 

In either case, you will enter the transaction number from the previous permit 
(found in the upper right corner of the permit) in the data entry field labeled 
“Permit Number.” 

When you are ready to continue, click the “Next” button. 

Screen 5:  Vehicle Information 
Screen 5 requests the details of the power unit that will be using this permit, as 
well as a confirmation about the dimensions of the combined power unit and 
load.  Please remember that you can only apply for a permit for vehicles that 
have been registered with the Department of Revenue. 

Power Unit Information 
The first data entry box is about the Power Unit.  There are seven questions, and 
the first six of them are required values.  The questions are summarized in the 
following table. 
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Table 3.3 Data Entry Information 
Field Label Description of What to Enter Notes 

VIN The 17-character Vehicle Identification 
Number of the power unit 

• If you are a carrier and only know 
the last five characters (or the 
vehicle’s nickname) but have pur-
chased a permit for that vehicle 
using this system, press “Lookup.” 

• Some older vehicles may have a 
smaller identification code 

Make The manufacturer of the vehicle, such as 
MACK or MITSUBISHI 

 

Model Year The four-digit model year of the vehicle, 
such as 2004 

 

License Plate The license plate identifier of the vehicle, 
generally from 3-7 characters 

For self-propelled vehicles without a 
license plate, enter the text No_Plt 

State Plated In The state (or Canadian province) where the 
license plate was issued 

Select from a drop-down list of avail-
able values.  If your choice is not 
found, please contact MCSD by tele-
phone for assistance. 

Type The description that best describes the 
combination of the power unit and load. 

Select from a drop-down list of avail-
able values.  The choices are: 
• Truck; 
• Truck-Trailer; 
• Tractor; 
• Tractor-Trailer; 
• Self-Propelled; 
• Auto/Trailer; and 
• Other. 

Nickname/ 
Unit Number 

Often a carrier has its own internal identifi-
cation for a vehicle.  If there is an internal 
identification that you would like to use in the 
future to look up this vehicle, enter it here. 

This field is not required.  To recall a 
vehicle for which you have previously 
assigned a nickname, select the 
“Lookup” button next to the VIN field. 
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Vehicle Lookup Screen Option 
In some cases, the user (State employees will not have this option) may not know 
the full vehicle identification number, or may have used the “Nickname/Unit 
Number” field on a previous transaction and wishes to recall the vehicle from the 
system’s database.  In either situation, the user should click the “Lookup” button 
next to the VIN field.  The current screen will be replaced with the following 
question: 

 

In the data entry field, enter either one of the following: 

• The last five characters of the vehicle’s VIN; or 

• The nickname that was associated with the vehicle on a previous transaction. 

Once you have entered this information, click the “Next” button to continue.  If 
you reached this page by inadvertently selecting the “Lookup” button, click the 
“Cancel” button to go back to the power unit data entry.  Once “Next” is pressed, 
the system will search the database and return any vehicles that match the search 
criteria. 
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If the system returned the appropriate vehicle, click on the “Choose” link next to 
that vehicle.  The system will return to the power unit data entry box and fill in 
the appropriate information. 

If the system did not return the appropriate vehicle, you may try another search 
as described above, or select “Cancel” to return to the power unit data entry box. 

Vehicle Dimensions and Weights 
The Special Weight permit program places limits on the weights and dimensions 
allowed for travel using a Special Weight permit.  The system provides the limits 
for the start date selected.  Check the check box if the vehicle will meet these 
limits, and press Next to continue. 
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Screen 6:  Estimated Cost 
The next screen shows the estimated cost of the permit.  The cost is calculated 
automatically by the system based on the type of permit requested and the start 
date of the permit. 

 

If you wish to continue with this transaction, click the “Next” button. 

Screen 7:  Delivery Method 
The next screen asks how the permit shall be delivered.  There are two choices. 
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1. The permit may always be downloaded online by the user.  This is the 
default option. 

 

2. The user may request that the permit also be delivered by fax.  The user must 
enter a fax number to continue.  The Department of Revenue may impose a 
surcharge for a fax delivery.  It is the customer’s responsibility to ensure that 
the destination fax machine is operational.  If for any reason the permit was 
not received by fax, the permit can still be obtained online. 
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After you have selected a delivery method, click the “Next” button to continue. 

Screen 8:  User Confirmation 
The system will now return a user confirmation screen.  The confirmation screen 
has two parts.  The first part summarizes the information entered by the user 
about the permit: 
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The next part provides a summary of conditions to which the user must agree in 
order to apply for the permit.  The user must check any checkboxes in this sec-
tion.  If not, the system will not allow the user to continue the application 
process. 
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The user then presses the “Submit” button. 

ONCE THE SUBMIT BUTTON IS PRESSED, THE USER IS RESPONSIBLE 
FOR THE PERMIT.  FAILURE TO PURCHASE THE PERMIT IN A TIMELY 
FASHION IS CAUSE FOR INDOR TO PLACE THE USER’S COMPANY ON 
HOLD. 

Screen 9:  System Confirmation 
On the final screen in the process, the system confirms that the application has 
been received.  For multi-trip permits, the system is able to automatically 
approve the application without staff review.  Therefore, the screen will always 
show that the application was approved. 
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The permit cannot be downloaded or faxed, however, until payment has been 
received.  Depending on the user’s privileges, a button may be present to “Make 
Payment.”  Payment options are explained in detail in Section 5.0 of this manual. 
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3.4 USING VOICE RESPONSE TO APPLY FOR PERMITS 
For customers that have routine permit requests for special weight and multi-trip 
permits, the State has provided a voice response interface.  Customers may use 
the voice response unit for “data entry” of permit information, and the permit 
application is transferred to the OSW system. 

The data to be entered is similar to the information covered in Sections 3.3 and 
3.4.  The syntax and process, however is slightly different.  For more information 
about the data entry process, consult the voice response unit documentation. 
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3.5 HIGH-VOLUME PERMITS USING XML 
For customers who submit high volumes of permit applications and who have 
legacy systems which store their internal permit requests, the system has a batch 
interface which allows a user to submit multiple applications in a single XML 
file.  The carrier or permitting service will be responsible for creating the XML file.  
The current specifications for the XML file are available from the Department of 
Revenue. 

The process allows users to submit a batch of applications, which are then parsed 
by the system and treated as a series of individual applications.  The system 
parses the applications in the background, so there may be a slight time delay 
(generally 3-5 minutes) for larger batches. 

Screen 1:  The User’s Home Page 
The process begins from the user’s home page.  Each user has a set of menu 
options down the left side of the screen.  These menu options are based upon the 
security privileges that the user has been assigned in the system. 

If you have the appropriate security privilege, you will have a menu option 
named “Batched Permit Request” on the left side of the screen.  The relative 
position of the menu option will differ by user.  Click on this menu option to 
begin. 

 

Screen 2:  Identify File To Upload 
On this screen, you can specify which file containing batched applications should 
be uploaded to the system.  If you have already submitted a batch of applications 
and wish to check the status of that batch, click the link in the bottom right cor-
ner of the display. 

If you know the path and file name on your hard drive, you can type it into the 
“Upload Help Content” field.  As an alternative, you can use the “Browse” button 
which will open a Windows dialog to help you find the file. 
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Once the file name has been specified, click the “Next” button to load the appli-
cations into the system. 

 

Screen 3:  Upload Confirmation Message 
Once the file has been loaded, the system will process the applications in the 
background.  To check on the status of the batch, click on the link in the message 
below. 

 

Screen 4:  Batch Status 
This screen allows the user to learn the status of a previous XML batch upload of 
applications, and link to individual transactions.  When each batch is uploaded, 
the system provides the user a batch number.  To check the status of a particular 
batch, enter the batch number into the first field, and click “Next.” 

The bottom of the screen shows the information about the batch.  This area is 
split into two parts.  The first part is the summary of the batch, including the date 
and time of submission, the user who submitted the applications, and the current 
status in the queue.  If multiple batches are submitted, there may be a brief delay 
in processing the applications. 

Beneath the summary is a table containing each of the applications from the 
batch.  If the application was syntactically correct, a transaction number will 
appear on that row.  Clicking on the transaction number will show the applica-
tion details.  If there was an error, an error message will appear on that row. 

To search for a different batch, enter the new batch number and click the “Next” 
button. 
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3.6 SUPERLOAD PRE-APPROVAL APPLICATIONS 
A significant improvement provided by the system is that carriers with 
Superload movements may separate the request for the superload analysis from 
the request for the permit application.  This allows a carrier to use a specific 
superload analysis for multiple permits, and to obtain these permits on a 24/7 
basis online once the superload analysis has been completed.  A superload per-
mit is valid for a specific period of time, currently 30 days. 

A superload pre-approval does not generate an actual permit.  Instead, it gener-
ates a transaction number that can be used for purchasing permits at a late date 
and bypassing the engineering analysis.  A superload pre-approval includes the 
design and bridge evaluation fees.  When actual permits are purchased, these 
fees are not duplicated, and only the base fee for the permit is charged at that 
point.  Fees must be paid for a superload pre-approval before it may be used to 
purchase permits. 

The process of applying for a superload pre-approval is nearly identical to 
applying for a superload permit without a pre-approval.  The only differences 
are as follows: 

• The start date for the pre-approval must be today’s date; 

• The additional axle details (Screen 7) are always requested; and 

• The delivery method (Screen 12) is omitted as there is no permit to deliver. 

Once your superload pre-approval has been approved and you wish to purchase 
an actual permit using the pre-approval, follow the instructions in Section 3.1.  
The key points to remember are as follows: 

• On Screen 2, select “Trip Permit” as the type of permit; 

• On Screen 4, enter the pre-approval number in the data entry box and select 
the radio button referencing the fact that you will be using a pre-approval; 
and 

• The trip permit purchased must have all the same details as requested on the 
pre-approval. 

 

 

 

 

 

 

 

 

3-66  



Indiana Oversize/Overweight Permitting System 
User Manual 

3.7 CANCELING A PERMIT APPLICATION 
There are situations where a carrier may realize that a permit application should 
be canceled.  The system attempts to accommodate the carrier, while still pro-
tecting the need to compensate the State for completed efforts.  In general, only 
permit applications that have not been approved (either by the system or by a 
state employee) can be canceled.  There may be fees, however, that must still be 
paid even if the permit application is canceled.  Failure to pay these fees in a 
timely fashion is cause for INDOR to place the company on hold. 

Screen 1:  The User’s Home Page 
The process begins from the user’s home page.  Each user has a set of menu 
options down the left side of the screen.  These menu options are based upon the 
security privileges that the user has been assigned in the system. 

If you are have the appropriate security privilege, you will have a menu option 
named “Cancel A Permit” on the left side of the screen.  The relative position of 
the menu option will differ by user.  Click on this menu option to begin. 
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Screen 2:  Search Criteria 
There are four possible search criteria: 

1. By a specific transaction number; 

2. By a specific company name; 

3. By a permitting service’s FEIN/SSN; or 

4. By a carrier’s FEIN/SSN. 

 

State employees may use any of the four criteria.  Carriers may not use the 
permitting service criterion, and are limited to search for their own permits.  
Permitting services also must provide the U.S. DOT number of the carrier. 

Click the “Next” button to continue the search. 

Screen 3:  Company Selection 
If a company search was requested, Screen 3 will appear.  This screen returns a 
list of all companies that meet the search criteria.  If the desired company 
appears, click on the company’s name to continue.  Otherwise, click on the 
“Previous” button to change the search criteria. 
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Screen 4:  Permit Selection 
Once the company has been identified, the system will return the set of all permit 
application that may be canceled.  Each permit application is on its own row, 
along with its current status, estimated fees, and submission date.  If the desired 
transaction appears, click on the transaction number to continue.  Otherwise, 
click on the “Previous” button to change the search criteria. 
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Screen 5:  Permit Details Screen 
Once a permit application has been selected, the system provides the user with 
the relevant information about the permit, so that the user may double-check 
that this in fact is the appropriate permit application to be canceled. 
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If you are certain that this permit application should be canceled, click on the “I 
Agree” button.  Otherwise, click on the “Previous” button to change the search 
criteria. 

Screen 6:  Cancellation Reason 
State employees are asked to provide a reason why this permit application 
should be canceled.  This is a free-form text field, and formatting such as carriage 
returns will not be kept.  Click on the “Confirm” button to continue. 

Carrier and Permitting service users do not see this screen. 

Screen 7:  Cancellation Confirmation 
The system will now confirm that the permit application has been canceled.  If 
any fees could not be canceled, the total will be provided to the user on this 
screen.  The user must pay these fees in a timely fashion, failure is cause for 
INDOR to place the company on hold. 
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3.8 AMENDING AN EXISTING PERMIT 
There are cases where once a permit has been approved, a change must be made 
to the permit.  When possible, the system will allow the user to amend an issued 
permit.  If a permit has been approved but not yet paid and issued, the payment 
must take place before the permit is amended. 

Screen 1:  The User’s Home Page 
If you have the appropriate security privilege, you will have a menu option 
named “Apply for an Amendment” on the left side of the screen.  The relative 
position of the menu option will differ by user.  Click on this menu option to 
begin. 

 

Screen 2:  Permit Identification 
On the next screen, the user is asked to enter the transaction number for the 
issued permit that is to be amended.  The user also is asked for the type of 
amendment.  Time extensions are only provided for trip permits. 
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Click the “Next” button to continue. 

Permit Changes 
Based on the type of permit previously purchased, over the next screens the sys-
tem will provide the data entry screens for the fields that are allowed to be 
changed.  The screens are identical to those for the application process – the only 
difference is that the system knows that this is an amendment and will prevent 
fields to be changed if inappropriate. 

Time Extensions 
For a time extension, enter the permit number and select the time extension 
amendment type.  Click the “Next” button.  The following screen will be 
presented. 
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You will be able to specify that your amendment be delivered online or via fax.  
Click the “Next” button to continue. 

The next screen will display the amendment details at the top, and at the bottom, 
you will be asked to agree to the conditions. 
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Accepting the terms (small checkbox at the bottom left of the screen) and clicking 
the “Agree” button will display the successful submission screen.  At this time, 
you will be directed to pay for the amendment. 

Refunds 
The refund for an amendment is based on the difference in cost between the 
original permit and the amendment.  To access a refund voucher to obtain a 
refund, go to View an Issued Permit or Download and Print PDF Permit Image 
to find the permit.  If the permit has a refund, it will be displayed as a negative 
amount in the fee column as shown below. 
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The negative fee amount is a link to a refund voucher.  Clicking on the link will 
bring up the refund voucher in a separate window.  The voucher will be pre-
populated with the company information, the reason for the refund (in this case, 
oversize/overweight permit amendment), and the total amount of the refund.  
The voucher must be printed, signed, and mailed to the Department of Revenue. 
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3.9 AUTOMATED APPROVAL VERSUS MANUAL REVIEW 
One of the major advantages of an automated system is that routine transactions 
may be handled automatically by the system.  The permit application process is 
designed to evaluate permit applications as they are entered, correct obvious 
errors that would normally lead to rejection by a human reviewer, and determine 
which permits the system can automatically approve without human intervention. 

Validation 
The system is designed to catch obvious errors of validation.  For example, sup-
pose a field requests a distance in miles.  The system will trap situations where 
the user enters values such as -33 or Bob. 

The system also catches less obvious errors.  If a vehicle has a height of 15 feet, 
the system will not allow the user to select an envelope route of 14 feet, 9 inches. 

Field Skipping 
The paper forms must have fields to cover all combinations of potential data 
entry.  This approach means that often fields are irrelevant.  The system is able to 
utilize what it knows about the user, the user’s company (if not a state 
employee), and the application details provided already; screens and screen 
entries are filtered appropriately. 

A few examples of this behavior are: 

• For a Special Weight permit, the question regarding Manufactured Housing 
is omitted; 

• For a user belonging to a carrier, the system knows to set the carrier to the 
user’s company, while users from permitting services or State agencies are 
asked to provide the carrier; and 

• If a permit application can be automatically approved, there is no field pro-
vided for users to enter comments to be seen by a reviewer. 

Automated Screening 
The system automatically applies evaluation criteria to each permit application 
and attempts to eliminate all reasons why a State reviewer would be necessary.  
(Section 4.1 discusses these criteria in more detail.) 

If the system is able to eliminate any potential reasons for review by a State 
employee, the system then goes ahead and approves the permit automatically.  If 
this is the case, then the permit application goes into the Issuance process; see 
Section 5.0 for more details.  If a manual review is still required, the permit 
application first goes into the review process.  The next section covers the review 
process and its included system functions. 
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4.0 Application Review Process 

In this section, we will cover the processes involved in application review.  The 
initial application review occurs during the submission process, and is handled 
by the system itself.  If the system cannot completely review the application 
because human judgment is needed or insufficient data exists, the application is 
reviewed by either INDOR MCSD staff or (if engineering analysis is needed) by 
INDOT engineering staff.  Once the application has been approved, additional 
review may be required by ISP staff in order to find an appropriate time for an 
escorted move to take place. 
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4.1 AUTOMATED PROCESS SCREENING STEPS 
The OSW system attempts to approve as many permit applications as possible 
without having a State employee review the application.  Similarly, the system 
attempts to identify situations where a permit application would be rejected, and 
proactively prevent the user from completing the application. 

There are a number of key areas where the OSW system reviews applications 
and may either request human intervention or outright reject the application: 

• Request Type – New company requests and superload pre-approval 
requests always generate manual review, by MCSD or INDOT respectively.  
Conversely, 90-day permit applications, annual permit applications, and spe-
cial weight permit applications are always processed by the system without 
manual review. 

• Company Holds – The system will not let a company apply for a permit if 
there is a hold on that company for nonpayment.  Similarly, the system will 
not allow a carrier to be assigned to an application if the carrier has an OSW 
travel violation, or one of a limited set of other OSS program area violations. 

• Engineering Analysis – The system applies a prescreening formula that con-
siders the distribution of axle weights and the spacing between axles.  This 
formula replaces the algorithm in place on the mainframe system.  A vehicle 
and load exceeding the limit allowed for the overall gross weight will require 
INDOT engineering review. 

• Route Analysis – The system uses envelope routes as a method of facilitating 
the approval of the most common travel routes.  If a vehicle is too large to fit 
on an envelope route (or if there is a travel restriction on that route), the sys-
tem will not allow the user to select the route.  If the user elects to construct a 
custom route, the application will require manual review of the requested 
route. 

• Vehicle Special Provisions – The MCSD supervisor may enter a special pro-
vision into the system that requires that all vehicles, regardless of route, that 
exceed certain size or gross weight limits must be reviewed.  Different limits 
can be set up to require different agencies to review the application. 

• Utility/Municipal Documentation – If the carrier must submit documentation 
for interference with utility lines, the application must be reviewed. 

If the system reviews all of the above aspects of an application (note that some of 
these are not found in every application) and cannot find a reason to indicate 
manual review of the application, the application is approved.  If review reasons 
are found that do not include structural engineering review, the application is 
queued for MCSD agent review.  If review reasons are found that include struc-
tural engineering review (even if other items are found as well), the application is 
queued for INDOT engineering review. 
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Once the manual review generates an approved permit, the system checks to see 
if a police escort is required.  If so, the system queues the application for ISP 
scheduling.  If not, or once scheduling is completed, the permit is queued for 
payment acceptance and delivery. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 4-3 



Indiana Oversize/Overweight Permitting System 
User Manual 

4.2 VIEWING THE STATUS OF AN APPLICATION 
All reviewers may review the status of an application, although not all reviewers 
will be able to then process the application out of sequence.  To do so, the fol-
lowing search process is used. 

Screen 1:  The User’s Home Page 
The process begins at the user’s home page.  Users who are authorized to view 
submitted permits will have a menu link with the name “View Pending 
Applications” on the left side of the screen.  Click this link to begin. 

 

Screen 2:  Search Criteria 
If a carrier user selects the menu option, the system knows to search for that car-
rier’s transactions, and skips to Screen 4. 

When other users select the menu option, the system brings up a search 
parameters screen.  The user may search using any of the following criteria: 

• A specific transaction number, generated when the application was submitted 
(if this field is used, it is the only field that should be filled); 

• The name, FEIN, or SSN of either the carrier or the permitting service; 

• The carrier’s U.S. DOT number; or 

• The submission date of the application (as a range inclusively between two 
dates). 
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If the user is associated with a permitting service, the system automatically fills 
in the user’s company information in the permitting service field and filters the 
search to only return applications submitted by that permitting service.  Per-
mitting service users also must enter the U.S. DOT number of the carrier as a 
security precaution. 

The user may continue by clicking the “Search” button.  If the user wishes to 
change the search criteria, the user may click the “Clear Search Criteria” button. 

Screen 3:  Application Results Screen 
The next screen returns a table the permits that have been submitted by (or on 
behalf of) the company, but have not been processed.  Each permit is shown as 
its own row, with the following columns: 

• Transaction number (formatted as a link); 

• Carrier information (company name and FEIN or SSN); 

• Permit type; 

• Application status; and 

• Submission date. 
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To review the details for a specific application, click on the transaction number.  
Otherwise, click on the “Previous” button to select a different company. 

Screen 4:  Application Details 
The system now retrieves the details about the permit application.  The details 
include the following sets of information: 

• Contact information; 

• Delivery information; 

• Applicant information; 

• Travel information (if applicable); 

• Escort information (if applicable); 

• Vehicle information; and 

• Route information. 
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In addition to the previous information, State users have actions that can be per-
formed by clicking the link at the top of the page.  Below are the four possible 
actions that, depending on the user’s permissions, determine which actions 
could be presented: 

1. Review the application, regardless of its position in the review queue; 

2. Add supplemental documentation that has arrived for this application; 

3. Require additional documentation to be obtained from the carrier before this 
application may be reviewed; or 

4. Cancel the application. 

Clicking on any of these links will launch the appropriate function with the cur-
rent application. 

After reviewing the information, click the “Previous” button to return to the table 
of approved applications. 
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5.0 Payment and Delivery 

In this section, we will cover the processes that allow users to pay for permits 
and have them delivered.  There are a variety of payment methods allowed, 
depending on the characteristics of the company and the method of submission.  
There also are a variety of delivery methods, the most common of which is to 
download the permit(s) directly from the system. 
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5.1 VIEWING APPROVED PERMITS 
Before you pay for permits, you may first identify the permits that have been 
approved and that for which payment can be accepted.  (Permits that have been 
approved but require ISP escort cannot be paid for until the escort is approved.) 

Screen 1:  The User’s Home Page 
The process begins at the user’s home page.  Users who are authorized to view 
approved permits will have a menu link with the name “View Approved Permit” 
on the left side of the screen.  Click this link to begin. 

 

Screen 2:  Search Criteria 
If a carrier user selects the menu option, the system knows to search for that car-
rier’s transactions, and skips to Screen 4. 

When other users select the menu option, the system brings up a search 
parameters screen.  The user may search using any of the following criteria: 

• A specific transaction number, generated when the application was submitted 
(if this field is used, it is the only field that should be filled); 

• The name, FEIN, or SSN of either the carrier or the permitting service; 
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• The U.S. DOT number of the carrier; or 

• The approval date of the application (as a range inclusively between two dates). 

 

If the user is associated with a permitting service, the system automatically fills 
in the user’s company information in the permitting service field and filters the 
search to only return applications submitted by that permitting service.  Per-
mitting service users also must enter the U.S. DOT number of the carrier as a 
security precaution. 

The user may continue by clicking the “Search” button.  If the user wishes to 
change the search criteria, the user may click the “Clear Search Criteria” button. 

Screen 3:  Company Selection 
The next screen returns a table containing the set of companies that meet the 
search criteria.  Each company in the set is shown on its own row of the table, 
with the company name shown as a link.  The other columns of the table are the 
company’s FEIN/SSN, the company’s address, and whether the company is a 
carrier or a permitting service. 
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Click on the link for the desired company, or click the “Previous” button to 
change the search criteria. 

Screen 4:  Permit Results Screen 
The next screen returns a table of permits that have been approved for the com-
pany, but have not been delivered.  Each permit is shown as its own row, with 
the following columns: 

• Transaction number (formatted as a link); 

• Permit type; 

• Origin/Destination (if a trip permit, otherwise it shows NA); 

• Fee to be paid; 

• Submission date; and 

• Start date. 
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To review the details for a specific permit, click on the transaction number.  Oth-
erwise, click on the “Previous” button to select a different company. 

Screen 5:  Permit Details 
The system now retrieves the details about the approved permit.  The details 
include the following sets of information: 

• Delivery information; 

• Applicant information; 

• Travel information (if applicable); 

• Escort information (if applicable); 

• Vehicle information; 

• Route information (if applicable); and 

• Special provisions (if applicable). 
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After reviewing the information, click the “Previous” button to return to the table 
of approved applications. 
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5.2 ONLINE PAYMENT OPTIONS 
Customers paying for permits online have a variety of payment options avail-
able.  Some options may require the submission of additional documentation to 
the Department of Revenue; this documentation submission occurs outside of the 
system. 

The full set of online payment options is as follows: 

• “E-Credit Card” via accessIndiana; 

• “E-Check” via accessIndiana; 

• An escrow account opened through the Department of Revenue; 

• The ability to mail in a payment or pay at the MCSD Service Center; and 

• Automated clearinghouse, or “ACH” transactions. 

accessIndiana is a third-party agency which processes online payment transactions 
on behalf of Indiana agencies.  The OSW system integrates with accessIndiana’s 
payment screens and functions, so users experience a seamless payment process.  
accessIndiana does add surcharges when using its services. 

Screen 1:  The User’s Home Page 
The user begins the payment process from their home page.  Select the “Pay For 
Applications” menu link from the left menu bar to continue.  This link also is 
used to pay for other transactions, such as annual Special Weight registrations, 
and canceled permit applications which had nonrefundable fees. 
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Screen 2:  Search Criteria 
If a carrier user selects the menu option, the system knows to search for that car-
rier’s transactions, and skips to Screen 4. 

When other users select the menu option, the system brings up a search 
parameters screen.  The user may search using any of the following criteria: 

• The name, FEIN, or SSN of either the carrier or the permitting service; or 

• The U.S. DOT number of the carrier. 
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If the user is associated with a carrier, the system automatically fills in the user’s 
carrier information in the carrier fields, and filters the search to only return 
applications from that carrier.  If the user is associated with a permitting service, 
the system automatically fills in the user’s company information in the per-
mitting service field and filters the search to only return applications submitted 
by that permitting service. 

The user may continue by clicking the “Search” button.  If the user wishes to 
change the search criteria, the user may click the “Clear Search Criteria” button. 

Screen 3:  Company Selection 
The next screen returns a table containing the set of companies that meet the 
search criteria.  Each company in the set is shown on its own row of the table, 
with the company name shown as a link.  The other columns of the table are the 
company’s FEIN/SSN, the company’s address, and whether the company is a 
carrier or a permitting service. 
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Click on the link for the desired company, or click the “Previous” button to 
change the search criteria. 

Screen 4:  Permit Results Screen 
The next screen returns the set of transactions that are eligible to be paid, that 
have been approved for the company, but have not been delivered.  This set of 
transactions can include approved permits, canceled permits, permit amend-
ments, superload pre-approvals, and annual Special Weight registration fees. 
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To review the details for a specific transaction, click on the transaction number.  
The system will provide the details for the application.  Click the “Previous” 
button to return to this screen. 

Each transaction has a checkbox next to it.  The user may check any or all of the 
boxes to indicate which transactions will be paid.  The “Select All” and “Deselect 
All” buttons are provided as a shortcut.  However, if a company is on hold due 
to not paying for transactions in a timely basis, the system may constrain the user 
to pay for some or all transactions in order to remove the hold. 

Once the appropriate transactions have been selected, click the “Proceed to 
Payment” button to continue. 

Screen 5:  Identify Payment Options 
The next screen asks the user to select the desired payment option.  The options 
presented will vary by company, but will be selected from the set described at 
the beginning of the section based on the user’s and user’s company’s profile 
settings. 
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Click the “Next” button to continue. 

Screen 6:  Total Fees Due 
On the next screen, the system calculates the grand total to be paid for all the 
selected transactions.  If an accessIndiana payment method has been selected, the 
accessIndiana surcharges also are presented. 
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Click the “Next” button to continue. 

Screen 7:  Payment Method Details 
Not all payment methods will have a details screen.  For example, ACH pay-
ments have account details stored in the purchasing company’s profile. 

E-Credit Card Details 
If paying by E-Credit Card via accessIndiana, the following details are required. 
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Table 5.1 E-Credit Card Details 
Field Label Notes 

Name on the Card Freeform text 

Type of Card MasterCard or Visa  

Credit Card Number A 16-digit number, without spaces 

Expiration Date Month and year 

Street The billing address street, this may be different from the address in the company 
profile 

City  

State  

Postal Code  

 

 

Only credit cards with U.S. billing addresses may be accepted. 

Click the “Next” button to continue, or the “Previous” button if you wish to use a 
different payment method. 
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E-Check Details 
The E-Check process is managed by accessIndiana, and at this point the user has 
momentarily left the OSW application.  Information requested includes your 
checking account number as well as the routing number for your financial insti-
tution.  Please consult accessIndiana for additional information. 

Escrow Details 
Carriers and permitting services may establish an escrow account with the 
Department of Revenue.  Setting up an escrow account is part of the process for 
applying to purchase OSW permits. 

If paying by escrow, the user selects the escrow account option on the payment 
options screen.  Clicking the “Next” button brings up the next screen where the 
payment summary and account balance are displayed. 

 

As permits are paid for using the Escrow payment method, the funds are drawn 
from the escrow account.  The State will maintain an account balance, and the 
system will deduct the cost of each permit from the account balance as shown in 
the screen above.  If there are insufficient funds to cover the transaction, an error 
message is returned by the system telling the user there is a shortage of funds 
and that they must use another payment method.  When the account balance 
reaches zero or an amount less than the fees due, other methods of payment 
must be used. 

Clicking the “Confirm” button will take the user to the payment approved 
screen. 
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Screen 8:  Confirmation Screen 
Some payment methods require that the user confirm that they are authorizing 
the payment.  Enter your initials and click the “Next” button to continue. 
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Screen 9:  Approval Screen 
At this point, the system will apply the payment to the requested transactions.  
An approval screen will be displayed to summarize the accepted payment.  The 
details of the screen will differ based on payment method; the example below is 
for an E-Credit Card payment. 

If the transactions included a permit, the bottom right corner of the approval 
screen will have a link to “Download and Print PDF Images.”  The user can click 
on this now to immediately download permits, or the user can conduct other 
business and obtain the permits later using the “View an Issued Permit” link on 
the main menu. 
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5.3 DOWNLOADING YOUR PERMIT 
The system enables users to automatically download the actual permit from the 
system.  The permit is generated by the system as a PDF file after the permit has 
been paid for (or deferred if a bond is in use). 

Screen 1:  The User’s Home Page 
When a PDF file has been generated, the permit is considered “issued.”  To see a 
list of all issued permits, click on the “View Issued Permits” menu item from 
your home page. 

 

If you are using a bond to defer payments, and you have submitted a permit 
application that the system has automatically approved, you also can get to this 
step by clicking on the “Download Permit” button on the auto-approval confir-
mation screen. 
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Screen 2:  Search Criteria Screen 
If a carrier or permitting service user selects the menu option to “Download and 
Print PDF Permit Image,” the system knows to search for that user’s transactions, 
and skips to Screen 4. 

When other users select the “Download and Print PDF Permit Image” menu 
option, or when any user (whether carrier, permitting service, or other user) 
selects the “View an Issued Permit” menu option, the system brings up a search 
parameters screen.  The user may search using any of the following criteria: 

• A specific transaction number, generated when the application was sub-
mitted (if this field is used, it is the only field that should be filled); 

• The name, FEIN, or SSN of either the carrier or the permitting service; 

• The issue date of the application (as a range inclusively between two dates); 

• The expire date of the application (as a range inclusively between the two 
dates); or 

• The carrier’s U.S. DOT number. 
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If the user is associated with a carrier, the system automatically fills in the user’s 
carrier information in the carrier fields of the search parameters screen and filters 
the search to only return applications from that carrier.  If the user is associated 
with a permitting service, the system automatically fills in the user’s company 
information in the permitting service field and filters the search to only return 
applications submitted by that permitting service. 

The user may continue by clicking the “Search” button.  If the user wishes to 
change the search criteria, the user may click the “Clear Search Criteria” button. 

Screen 3:  Company Selection Screen 
The next screen returns a table containing the set of companies that meet the 
search criteria.  Each company in the set is shown on its own row of the table, 
with the company name shown as a link.  The other columns of the table are the 
company’s FEIN/SSN, the company’s address, and whether the company is a 
carrier or a permitting service. 

Click on the link for the desired company, or click the “Previous” button to 
change the search criteria. 
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Screen 4:  Table of Permits 
The next screen returns a table of all the permits that meet the search criteria for 
the company selected.  The table has seven columns: 

1. The transaction ID number for the permit; 

2. The type of permit (e.g., “Oversize” or “Special Weight”); 

3. The origin and destination of the permit (for trip permits); 

4. VIN; 

5. Nickname/unit number; 

6. The fee collected for the permit; and 

7. The start date for the permit. 
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The transaction number is formatted as a link.  To continue, click on the transac-
tion number for which you wish to see permit details.  If you wish to change the 
search criteria, click the “Previous” button. 

On this screen, the user also may download the “General Provisions” associated 
with a permit.  The company must follow the relevant general provisions, and 
the driver must have a copy of the general provisions with the permit.  Clicking 
on the “Download General Provisions” link opens up a PDF file with the general 
provisions document, in a new browser window. 

Screen 5:  Permit Details 
Clicking on one of the ID links opens the next screen that summarizes the permit 
information.  THIS IS NOT THE PERMIT ITSELF, but is provided to help the 
user double-check that this is the specific permit which should be downloaded.  
At the top of the page is a link to “Download PDF Image.”  If this is the correct 
permit, click that link to continue.  Otherwise, click the “Previous” button to 
return to the list of permits. 
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Screen 6:  Permit Image 
At this point, the system checks the database to see if a PDF image already exists 
for this permit.  If not, the system creates a PDF image.  In either event, the 
system then opens up a new browser window and shows the PDF file in that 
window. 

The user must have the Adobe Acrobat reader to view the image.  The reader is 
free, and is available at http://www.adobe.com. 

From here, the user can use their browser’s print function to print an image of 
the permit, or can save the image to their computer so that it may be printed 
later, or distributed to the driver via e-mail.  Please refer to your browser’s help 
documentation for specifics on the browser’s specific menu commands. 
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5.4 PERMIT DELIVERY VIA FAX 
During the online application submission process, one of the questions was the 
method of delivery.  This question is presented for all types of permits.  It also is 
presented when a State employee performs the data entry for a mailed-in or 
walked-in permit. 

 

The Department of Revenue may impose a surcharge for a fax delivery.  It is the 
customer’s responsibility to ensure that the destination fax machine is 
operational.  Once payment has been received for the permit (or deferred if a 
bond is in use), the system will queue the permit image for delivery using the 
Department of Revenue’s fax gateway. 

Even if a permit has been delivered via fax, if the permit application was 
submitted online, the user may still download an image of the permit until the 
permit’s expiration date. 
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5.5 DELIVERY OF PERMITS ORDERED VIA VOICE 
RESPONSE 
Permits ordered via voice response may be either delivered by fax, or down-
loaded from the system.  Consult Sections 5.6 and 5.8, respectively, for additional 
information. 
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6.0 Dashboards 

In this section, we will describe where the system will generate up to six report 
queries and automatically present a limited set of the most relevant results on the 
user’s home page. 

6.1 HOME PAGE DASHBOARDS 
The OSW system is built around the idea of user home pages.  Each home page is 
designed for a set of users with common goals and interests for using the system, 
and users are assigned a specific home page when they are added to the system. 

Each home page is designed to answer the most common queries that this class 
of user may have, without the need for any system navigation.  For example, a 
user involved in scheduling ISP escorts has the list of applications requiring 
escort assignment on their home page. 

Each home page has up to six of these common queries or panes; the set of all 
panes is called the dashboard.  Examples of some of the dashboards are shown 
below.  Each pane has a series of rows, relating to the system records that match 
the pane’s implicit query.  These panes are updated every time the user returns 
to the home page by clicking on a link (but not if using the browser BACK but-
ton, which is strongly discouraged). 

Some of the panes have rows that are enabled with links.  These links contain 
shortcuts to specific system functionality, often allowing the user to skip two or 
three screens. 

Dashboard 1:  Carrier 
The carrier dashboard is oriented to users associated with a motor carrier.  The 
sections of the dashboard show the activity of the carrier, including both user-
specific and carrier-wide activity. 

Pane 1:  My Approved Applications 
This pane shows the user information about the applications the user has sub-
mitted that are approved and ready to be issued, as well as issued and ready to 
be downloaded.  There are up to 50 applications shown.  Depending on the 
status and type of the application, clicking on the transaction number either dis-
plays the permit’s PDF or shows the details of the application.  Additional col-
umns are the submission date and time, the type of transaction submitted, and 
the fee charged. 
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Pane 2:  My Recent Applications 
This pane shows the user information about the applications the user has sub-
mitted, regardless of status.  There are up to 20 applications shown.  Clicking on 
the transaction number shows the details of the application.  In addition to the 
transaction number, additional columns include the submission date and time, 
the type of transaction, the applications status, and (for trip permits) the desired 
point of origin. 

Pane 3:  Our Rejected Applications 
This pane shows the user information about the applications the company has 
submitted (regardless of user) that have been rejected.  There are up to 20 appli-
cations shown.  Clicking on the transaction number shows the history of the 
application.  In addition to the transaction number, additional columns include 
the submission date and time, the type of transaction, and the first few words 
about the reason for the rejection.  The application history accessed by clicking 
on the transaction number includes the full rejection reason. 

Pane 4:  Our Bond/Escrow Status 
This pane shows the user information about the company’s bond/escrow status.  
If the company does not have a bond or an escrow account.  The pane shows if 
the user’s company has a bond, or escrow, or neither.  If bond or escrow is avail-
able, the remaining available balance is shown. 

Pane 5:  Recent Notices 
This pane shows the user information about recent notices sent to the company, 
with the exception of any “your permit is ready” notices.  Up to 20 notices are 
shown.  Lengthy notices may be truncated. 

Dashboard 2:  Permitting Service 
This dashboard is oriented to users associated with a permitting service.  The 
sections of the dashboard show the activity of the permitting service, including 
both user-specific and service-wide activity. 

Pane 1:  My Approved Applications 
This pane shows the user information about the applications the user has sub-
mitted that are approved and ready to be issued, as well as issued and ready to 
be downloaded. 

There are up to 50 applications shown.  Depending on the status and type of the 
application, clicking on the transaction number either displays the permit’s PDF 
or shows the details of the application.  Additional columns are the carrier for 
which the permit is being purchased, the submission date and time, the type of 
transaction submitted, and the fee charged. 

6-2  



Indiana Oversize/Overweight Permitting System 
User Manual 

Pane 2:  My Recent Applications 
This pane shows the user information about the applications the user has sub-
mitted, regardless of status.  There are up to 20 applications shown.  Clicking on 
the transaction number shows the details of the application.  In addition to the 
transaction number, additional columns include the carrier for which the permit 
is being purchased, the submission date and time, the type of transaction, the 
applications status, and (for trip permits) the desired point of origin. 

Pane 3:  Our Rejected Applications 
This pane shows the user information about the applications the company has 
submitted (regardless of user) that have been rejected.  There are up to 20 appli-
cations shown.  Clicking on the transaction number shows the history of the 
application.  In addition to the transaction number, additional columns include 
the carrier for which the permit was intended, submission date and time, the 
type of transaction, and the first few words about the reason for the rejection.  
The application history accessed by clicking on the transaction number includes 
the full rejection reason. 

Pane 4:  Our Bond/Escrow Status 
See Dashboard 1, Pane 4. 

Pane 5:  Recent Notices 
See Dashboard 1, Pane 5. 
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7.0 Administrative Functions 

In this section, we will cover the functions for administering the system through 
the user interface.   
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7.1 VIEWING CURRENT ROAD RESTRICTIONS 
Any user may view the current road restrictions.  Since the list of restrictions 
may be large, we have provided a filtering function. 

Screen 1:  The User’s Home Page 
To start viewing road restrictions, click on the “View Road Restrictions” menu 
link from your home page. 

 

Screen 2:  Search and Results Screen 
This screen allows you to search for road restrictions on the highway network.  
The same screen manages both the search parameters and the search results. 

There are three search parameters which allow you to filter the set of restrictions 
which are returned.  If you select none of them and click the “Search” button, all 
restrictions known to the system are returned. 

The highway search criterion lets you filter the restrictions to only one highway.  
The drop down list shows the possible highways for which a restriction may be 
found.  If you are not sure of the highways in your area, clicking on the “view 
map” link opens a map of the State highway network in a new window. 

The date search criterion lets you filter the restrictions to those added to the sys-
tem in a predefined period of time, for example “60 days.” 
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The restriction type filters the restrictions based on the impact of the restriction.  
The specific restriction types are determined by the Indiana Department of 
Transportation. 

After clicking the “Search” button, the system will retrieve all restrictions filtered 
by the search criteria.  For restrictions based on dimensions, the number included 
is the number of INCHES over which traffic is not allowed. 

 

 

7-6  


	Introduction
	Purpose of the Manual
	Organization of This Report

	Getting Started
	Requesting a Company Account
	Screen 1:  Start the Request
	Screen 2:  Enter Company Information
	Screen 3:  Review Legal Conditions
	Screen 4:  Confirm the Request

	Logging into the System
	Basic User Interface Navigation
	Logging Out of the System
	Special Weight Program Registration
	Screen 1:  Begin Program Registration
	Screen 2:  Identify a Carrier
	Screen 3:  Carrier Information and Registration Year
	Screen 4:  Special Weight Fleet Management
	Screen 5:  Confirmation Screen


	Applying for Permits
	Applying for Trip Permits Online
	Screen 1:  The User’s Home Page
	Screen 2:  Permit Type Selection
	Company Hold Error Message

	Screen 3:  Carrier Information Summary
	Screen 4:  Previous Transaction and Start Date
	Screen 5:  Vehicle Information
	Power Unit Information
	Vehicle Lookup Screen Option
	Load Details
	Dimensions and Weight

	Screen 6:  Axle Details
	Screen 7:  Additional Axle Details for Superloads
	Screen 8:  Origin and Destination Selection
	Screen 9:  Route Selection
	Route Survey Question

	Screen 10:  Estimated Cost
	Special Provisions
	Prequalified Signal Contractor

	Screen 11:  Comments
	Screen 12:  Delivery Method
	Screen 13:  User Confirmation
	Screen 14:  System Confirmation

	Applying for Multi-Trip Permits Online
	Screen 1:  The User’s Home Page
	Screen 2:  Permit Type Selection
	Company Hold Error Message

	Screen 3:  Carrier Information Summary
	Screen 4:  Multi-Trip Permit Type Selection
	Screen 5:  Previous Transaction and Start Date
	Screen 6:  Vehicle Information
	Power Unit Information
	Vehicle Lookup Screen Option
	Dimension Verification Information

	Screen 7:  Estimated Cost
	Screen 8:  Delivery Method
	Screen 9:  User Confirmation
	Screen 10:  System Confirmation

	Applying for Special Weight Permits Online
	Screen 1:  The User’s Home Page
	Screen 2:  Permit Type Selection
	Company Hold Error Message

	Screen 3:  Carrier Information Summary
	Screen 4:  Previous Transaction and Start Date
	Screen 5:  Vehicle Information
	Power Unit Information
	Vehicle Lookup Screen Option
	Vehicle Dimensions and Weights

	Screen 6:  Estimated Cost
	Screen 7:  Delivery Method
	Screen 8:  User Confirmation
	Screen 9:  System Confirmation

	Using Voice Response to Apply for Permits
	High-Volume Permits Using XML
	Screen 1:  The User’s Home Page
	Screen 2:  Identify File To Upload
	Screen 3:  Upload Confirmation Message
	Screen 4:  Batch Status

	Superload Pre-Approval Applications
	Canceling a Permit Application
	Screen 1:  The User’s Home Page
	Screen 2:  Search Criteria
	Screen 3:  Company Selection
	Screen 4:  Permit Selection
	Screen 5:  Permit Details Screen
	Screen 6:  Cancellation Reason
	Screen 7:  Cancellation Confirmation

	Amending an Existing Permit
	Screen 1:  The User’s Home Page
	Screen 2:  Permit Identification
	Permit Changes
	Time Extensions
	Refunds

	Automated Approval versus Manual Review
	Validation
	Field Skipping
	Automated Screening


	Application Review Process
	Automated Process Screening Steps
	Viewing the Status of an Application
	Screen 1:  The User’s Home Page
	Screen 2:  Search Criteria
	Screen 3:  Application Results Screen
	Screen 4:  Application Details


	Payment and Delivery
	Viewing Approved Permits
	Screen 1:  The User’s Home Page
	Screen 2:  Search Criteria
	Screen 3:  Company Selection
	Screen 4:  Permit Results Screen
	Screen 5:  Permit Details

	Online Payment Options
	Screen 1:  The User’s Home Page
	Screen 2:  Search Criteria
	Screen 3:  Company Selection
	Screen 4:  Permit Results Screen
	Screen 5:  Identify Payment Options
	Screen 6:  Total Fees Due
	Screen 7:  Payment Method Details
	E-Credit Card Details
	E-Check Details
	Escrow Details

	Screen 8:  Confirmation Screen
	Screen 9:  Approval Screen

	Downloading Your Permit
	Screen 1:  The User’s Home Page
	Screen 2:  Search Criteria Screen
	Screen 3:  Company Selection Screen
	Screen 4:  Table of Permits
	Screen 5:  Permit Details
	Screen 6:  Permit Image

	Permit Delivery via Fax
	Delivery of Permits Ordered via Voice Response

	Dashboards
	Home Page Dashboards
	Dashboard 1:  Carrier
	Pane 1:  My Approved Applications
	Pane 2:  My Recent Applications
	Pane 3:  Our Rejected Applications
	Pane 4:  Our Bond/Escrow Status
	Pane 5:  Recent Notices

	Dashboard 2:  Permitting Service
	Pane 1:  My Approved Applications
	Pane 2:  My Recent Applications
	Pane 3:  Our Rejected Applications
	Pane 4:  Our Bond/Escrow Status

	Pane 5:  Recent Notices


	Administrative Functions
	Viewing Current Road Restrictions
	Screen 1:  The User’s Home Page
	Screen 2:  Search and Results Screen





