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System Set Up 

Logging In 
To log in to EPS, go to http://eps.indot.in.gov. Both INDOT Employees and INDOT Customers use the 
site; select the type of User in the upper right corner of the Log In box by clicking in the radio button next 
to INDOT Users.   

 

INDOT Employees or any customers already enrolled in ITAP (http://itap.indot.in.gov) should enter their 
state network Username and Password. Please request the EPS application in ITAP if you have not 
already done so. 

 

INDOT Employees are prompted to select a District upon the first log in.  

  

http://eps.indot.in.gov/
http://itap.indot.in.gov/
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Select a District from the dropdown and click Save.  

 

 

To change the selected District, click on Preferences in the right corner of the screen 
and select a new District as necessary.  
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Logout 
To log out of the system, click on the Logout text in the upper right corner of the screen. The Logout text 
turns blue when the cursor moves over the text. 

 

The User is taken to the Login screen. 

 

Roles and Permissions 
Users are assigned Roles and Tokens, giving them permissions to certain site features.  Users without 
permissions to certain features see grayed out records and options (or no options/icons at all) on those 
screens. 

Menu 
The features of EPS are separated into categories and can be accessed by using the menus at the top of 
the screen. The menus are available from any page in EPS. Menu options vary based on roles and 
permissions. 

 

Click on a menu or hover over it to display any submenus. Click on a submenu option to display that 
section of EPS. 
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Submit Ticket 

For issues or questions with the technical function of the website, click on the Submit Ticket  icon. 
Please DO NOT use this feature for questions about business processes or permit specific questions.  

 

Complete the information as necessary on the Technical Help Ticket form and click Submit to submit the 
ticket or Cancel to return to EPS without submitting a ticket. 
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Table Tools 
Certain features are the same any time a table is used in EPS. These include navigating using Panel 
Pages, the Items on a Panel Page, Hyperlinks, Sorting, Columns, Filtering, Grouping Columns and 
Exporting to Microsoft Excel. 

Panel Pages 

Use the Next  and Previous  buttons to navigate to subsequent pages or click the End  or 

Beginning  buttons to jump to the very last or very first page. 

 

The Status Bar changes depending on what Panel page is displayed.  For example, the Status Bar below 
displays on Page 2 and shows Items 11-17 of 17. 

 

Items on each Panel Page 
By default, Panels display 10 Items per Page.  However, this may be changed.   

Click on the Items per Page dropdown and select 10, 25, 50, 100, 500 or 1000 from the list.  
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Hyperlinks 
Text in the columns, such as the Tracking # or Permit #, sometimes displays as blue. Clicking on the text 
will take the User away from the table and open up the Permit application. 

 

Sorting 
Data in Panels may be sorted in ascending or descending order numerically (smallest to largest or largest 
to smallest), alphabetically (A to Z or Z to A) or by date and time (oldest to newest or newest to oldest).  

Click on the column heading of the field to be sorted.  In the example below, the list of Permits is sorted 
by the Status (ascending) by clicking once on the Status column heading.  A triangle indicating the 
direction of the sort appears next to the column heading. 

 

To res-sort (descending), click again on the column heading. 

 

 

By default, Panels display sorted by the first column. 

Sorts are not saved. The next time the Panel is opened, it is sorted by the 
first column. 
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Columns can also be sorted by clicking on the small arrow in the far right of the column to display the 
dropdown menu. Select to Sort Ascending or Sort Descending. Click on the arrow again to display the 
menu again and change the sort. 

 

Columns 
Users can control which columns display in a table by clicking on any of the column headings. Hover over 
Columns submenu to display a list of all available columns to display for a Table. Any columns currently 
on display have a check mark in the check box to the left of the column name. Click in an empty check 
box to make the column visible. Click in any box with a check mark to remove the check mark and hide 
the column. 

 

 

Column display selections are not saved. The next time the Panel is 
opened, all default columns display. 
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Filtering Information 
Data in Panels may be filtered so only particular content displays.  For example, the Permits table below 
shows that there are 62284 items.  A filter may be applied so that only those Permits with a Status = 
“Submitted” are shown in the list. 

 

Users can filter information in a table by clicking on any of the column headings. Hover over Filter 
submenu to display the filter fields.  
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Select the operator “Is equal to” from the dropdown menu and select value “Submitted” from the 
dropdown list.  A list and description of available operators is below. 

 

Operator Description 

Contains  Enter any character(s) or number(s) in 
the value to include in the results (no 
wildcards). For example, Type Contains 
“crash” would return all records with the 
word “crash” as their Type.  

Does not 
Contain 

Enter any character(s) or number(s) in 
the value to exclude from the results.  
For example, Type Does not Contain 
“crash” would return all records that do 
not have the word “crash” as their Type. 

Is equal to Enter the exact value to include in the 
results 

Is not equal 
to 

Enter the exact value to not include in 
the results 

 Ends With  

 

 

Depending on the type of field, the filter might be a text box, selecting a 
value from a dropdown (like District or Status), or a date field with a 
calendar.  

               

To apply a second filter, select “And” or “Or” from the dropdown and complete a second filter. Click Filter 
to filter the table, or click Clear to return to the table without applying the filter. To apply additional filters 
to the filtered list, click on the Filter submenu in the additional column to filter. 
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The filtered list of 161 records displays. 

 

The column menu icon will have a white box around it once a filter is applied. To remove the Filter, click 
on the column name and select the Filter submenu. Click Clear to remove any filters on the column. 

 

  



Page 18 of 152 
 

Grouping Columns 
To group columns quickly, click on the column name and drag the column to the area just above the 
column headers. 

 

The table will be grouped according to the columns selected. 

 

To remove a selection, click on the X next to the column name. 
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Export to Microsoft Excel 

Information in Panels may be exported to Excel by clicking on the Export to Excel  icon in the title 
bar of the Panel. 

 

At the File Download dialog box, click on the Open button to view the data in Excel or click the Save 
button to save the data in an Excel file. 

 

If saving, choose the location to store the file and click on the Save button. 

 

 

By default, the file type is Microsoft Excel 97-2003 Worksheet. 

 

The download’s progress displays in a dialog box, as shown below. When complete, click on the Open 
button to view the data in Excel or click on the Open Folder button to open the file’s location. 
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Whether viewing or opening from a saved file, the data displays in Microsoft Excel. 

 

 

Unless a Filter has been applied, every record in the list is exported.  
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Permits 
The Permits menu provides access to the Permit Dashboard, starting a New Application and viewing 
Illegal Signs. 

 

Permit Dashboard 
The Permit Dashboard provides quick access to any Permit applications. 

 

At-a-Glance Indicators 
At the top of the screen are quick status indicators for permits related to the User (or across the state for 
Administrators).  
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The Recent/Nearing/Overdue circles display the number of permits that have recent activity, are 
Nearing their metric deadline or those that are Overdue. Click on any of the circles to go to the Aging 
Report for additional details; the Aging Report will display results for all permits.  

 

The Watches/30 Day circles display the number of Watches and the number of permits within 30 days 
that are associated with the User’s Role. 

 

The Statewide/District circles display the Billboard Inventory progress for the State and the User’s 
selected district. Click on the circle to go to the Billboard Inventory for the State.  
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Pins 
The Pins section provides quick access to selected records. The number of currently pinned permits 
displays in parenthesis next to the title. 

 

Click on the Pins header to expand the section and view the pinned permits. 

The green pin  indicates the permit is pinned. Click on the pin to remove the pin (it will turn red when 
hovered over). Once clicked, the record is removed from the Pinned Permits table. 

 

Click on the Pin Permit  icon in the Permits table to pin a record to the Pinned Permits section for 
quick access in the future. 
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Once the record is pinned, the icon turns green  in the Permits table to indicate it’s pinned. Click on 
the green pin again to unpin the record. 

Permits/Applications 
The Permits/Applications section allows Users to add, view and edit permit applications. All of the 
permits in the system are visible to INDOT users, but action items allowed on each permit depend on the 
User’s role.  

 

 
To add a new permit application, click on the New Permit button in the Permits table header. 

 

The screen will refresh and display the beginning of the permit application. 
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To edit or view an existing permit or permit application, click on the blue tracking # (or permit # once 
issued) to open the record. 

 

In the Permits table header, there are four icons that allow users to Export to Excel , Clear Filter

, Save Filter  and Apply Saved Filters . 
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Click on the Export to Excel  icon to export the Permits table to Excel.  

Click on the Clear Filter  icon to clear any filters applied to the table.  

Click on the Save Filter  icon to save the current filters and column selections/order for future use. 
Enter a name for the group of filters and check the Default check box if this filter should be used by 
default each time the table is displayed. 

 

 

 

If no filters have been applied to the table, there is no filter to save.  

Click on the Apply Saved Filters  icon to apply a saved filter to the Permits table. The list of saved 
filters displays. The filter selected as the Default filter has true in the Default column; all others have false 

in the Default column. Users can Delete , Edit  or Apply  saved filters. 

 

Click Delete  to delete a saved filter. Click OK at the confirmation message to delete the record, or 
click Cancel to return to the table without deleting the record. 
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Click Edit  to edit the name of a saved filter. Make any necessary changes and click Update to save 
the changes or click Cancel to return to the Apply Filters table without making changes. 

 

Click Apply  to apply a saved filter. The Permits table will update to display records matching the 
saved filter. 
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New Permit Application/Entered Permit Application 
To start a new permit application, either select New Application from the Permits menu or click New 
Permit on the Permit Dashboard screen. 

 

A Permit Application is divided into sections; each section is explained below. Each application requires 
basic information and certain Permit Types require special informational sections, which are noted in the 
headers below.  

Progress Bar, Next/Save, Required Fields, Back, and Cancel 
At the top of the screen, the Progress Bar displays the different steps in the Permit Application process 
and where the User is in that process.  

 

 

 

If a User has not yet accessed a section via the Next button, the title text will be grey. 
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Click the Next button to progress to the next screen in the application process. Each time the Next button 
is clicked, the application data is saved.  

 

After clicking the Next button on the Permit Type screen the Permit is assigned a Tracking Number and is 
given the permit status as Entered. If you leave the Permit Application screen by any way except clicking 
Cancel the application will be saved and displayed in the Permit Dashboard Permit table. Click on the 
Tracking Number to open the Application on the screen last saved/visited. 

 

Each screen has required fields that must be completed before moving to the next section. If a required 
field is not completed when the Next button is clicked, a warning message will alert the User which fields 
are incomplete and a warning icon displays by the incomplete field. Once all required fields are complete 
the Next button will take the User to the next section. 
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To return to a previous application screen, click the Back button. 

 

To Cancel a permit application, click on the Cancel button at the bottom left of the screen.  

 

At the confirmation window, click Yes to cancel the application and delete it from the system, or click No 
to return to the permit application without removing the application. 

 

Agreement – ALL PERMIT TYPES 
Read the terms and click I Agree to accept the terms and start the application or Cancel to stop the 
application creation process. 
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Permit Type – ALL PERMIT TYPES 
Select the Permit Type from the Permit Type dropdown. The Permit Subtype dropdown menu options 
change based on the selected Permit Type. Once the Permit Type and Permit Subtype are selected, click 
Next to continue the permit application process or click Cancel to return to Permit Dashboard without 
creating a permit application. 

 

 

 

Once a Permit Type and Subtype are selected and the Next button is 
clicked, the Permit Type and Subtype cannot be changed. In order to 
change the Permit Type or Subtype the original permit application must be 
Cancelled and then a new application needs to be created. 
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Checklist – Only for All Driveway Subtypes EXCEPT Private 
The Checklist section displays a listing of the information needed to submit a Commercial Driveway 
permit application. Click on the blue Click here links to open PDFs of information as necessary. Once the 
User has all required documentation, proceed to the next section by clicking on the Next button. 

 

Location – FOR ALL PERMIT TYPES  
Indicate the location associated with the permit application in the Location section. Use the mouse scroll 

wheel to zoom in and out, or use the zoom in/out buttons  to zoom in and out. Enter an address, 

city, intersection, etc in the Search box and click Enter to zoom 
to a specific area on the map. Click and drag to move the map if necessary. Click the Layer Selector 
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 in the upper right corner of the map to select the map display from Hybrid to another selection 

(grayscale, streets, aerial) .  

The initial map is zoomed out to display the state of Indiana and the Permit Details fields are blank. 

 

  



Page 34 of 152 
 

Click on the map in the exact location of the desired permit application. A blue pin will appear on the map 
to indicate the permit application location. If the permit application location pin is in the wrong location, 
click on the map again in the correct location to move the pin. The Permit Description fields will 
automatically populate based on the location of the pin.  
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Location – Railroad 
For Railroad permit applications, the Location section begins by asking for the AAR or DOT#. Enter the 
AAR or DOT# in the box and click Search to view more details. 

 

The Railroad Crossing information displays based on the entered value, and is not editable. 
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If an invalid number is entered, the search results will be blank. The permit application cannot 
move forward until a valid AAR/DOT# is entered. 

   

 
  



Page 37 of 152 
 

Applicant Info – FOR ALL PERMIT TYPES except Railroad 

Fill out the Applicant Information as requested. Click on the black question mark  next to select fields 
for more information on the specific field. 

 

If the company is not already in the Company dropdown, click on the Add a company link. 
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The Add Company screen opens. Enter information as necessary and click Save to save the company 
information or click Cancel to return to the permit application without adding a company. 

 

After saving the new company information, the Company Details screen displays the company 
information. See Companies for more information on managing users and editing company details. Click 
on Back to Permit to return to the permit application and resume entering Applicant Info. 

 

The newly added company displays in the Company dropdown. 

 

If the Applicant is a consulting firm doing work on behalf of a Client, click in the check box This company 
is a consulting firm doing work on behalf of a client. Clicking in this box adds a new section to the 
permit application – Client Info. See Client Info for more information. 
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Applicant Info – Railroads 

Fill out the Applicant Information as requested. Click on the black question mark  next to select fields 
for more information on the specific field. 
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Client Info – Only for Consulting firms doing work on behalf of a Client 
For Consulting firms doing work on behalf of a client, an additional Client Info section is added to the 
Permit Application. 

 

Fill out the Client Company Info in the Client Company Info section. See the chart below for information 
on what information to fill out in the Client Info sections: 

Permit Type Client Company Info 

Cut Road, Pole Line and Miscellaneous Owner of Utility 

Driveway Owner of Property 

Outdoor Sign Owner of Billboard 

 
Fill out the Client Contact Info with the information of the contact person at the Client Company. 

Consultants will also have to fill out and attach the Consultant Consent form in the Attachments section. 
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Details – FOR ALL PERMIT TYPES 
Complete the details as necessary. Many of the fields are pre-populated based on the Permit Type and 
Location information entered earlier in the application process. Additional (or fewer) fields may display 
based on the type of Permit. 
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Driveway Details – Only for All Driveway Subtypes 
Complete the fields on the Driveway Details screen as necessary. Many fields are required and need to 
be completed in order to move forward with the permit process or save. Review the questions and ensure 
all the answers are readily available before starting to fill in the screen. 
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If the driveway is along a State or US Route that is designated as being Limited Access, then a warning 
message displays alerting the User that additional information will be required. 
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Sign Details – Only for Outdoor Signs 
Complete the fields on the Sign Details screen as necessary. Many fields are required and need to be 
completed in order to move forward with the permit process or save. Review the questions and ensure all 
the answers are readily available before starting to fill in the screen. 

 

If the zoning classification is Unzoned Industrial or Unzoned Commercial, an additional dropdown field 
needs to be completed. 

 



Page 45 of 152 
 

If the zoning classification is Other a text box appears for additional explanation. 

 

If the outdoor sign is within city limits a text box appears to denote the controlling municipality. 

 

The Area of the sign is automatically calculated based on the entries for height and width of face. 

 

If the Sign Type is selected as Other a text field appears to specify the sign type. 

 

If the Material is selected as Other a text field appears to specify the material type. 
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Property Owner – Only for Outdoor Signs 
Complete the Property Owner details as necessary. 

 

Bond Info – FOR ALL PERMIT TYPES except Outdoor Signs 
Enter the Bond information as necessary. 

 



Page 47 of 152 
 

Click on the Load Recent Bond Information text to load the most recent bond information. This option 
should be used for blanket bonds only. If no previous bond information exists the screen will refresh but 
none of the fields will populate. 

 

Attachments – FOR ALL PERMIT TYPES 
Add any necessary files to the Permit Application on the Attachments screen. Click on the Select File… 
button to select the file to upload.  

 

 

 

Multiple files can be added as attachments but they must be uploaded one 
at a time.   
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Navigate to the document location on your computer.  Click on the document to upload. Click Open to 
add the document to the queue. 

 

Enter the title of the document and click on the Upload button to begin uploading the document. 
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While the document is uploading the screen might display a rotating working arrow. Once the upload is 
complete the arrows will disappear. 

 

If the document is not visible in the table after the arrows disappear then click on the text that says “click 
here” to reload the table. The document should display after clicking click here. 

 

Continuing uploading files as necessary. Click on the Download Document icon to download and 

view a copy of the document. Click on Delete  to remove the attachment from EPS.  
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For Consultants filling out applications on behalf of a client, the Consultant Consent form must be filled 
out and attached to the permit application. Click on the blue consultant_consent.pdf link, complete the 
form and upload as described above. 

 

Review – FOR ALL PERMIT TYPES 
Review all the entered information and pay for the permit application on the Review screen. Select the 
permit application payment method by clicking in the check box next to the desired choice – via instant 
access or subscriber payment. Click Submit to submit the permit application and proceed to the payment 
screen. 

  

 

 

For more information on the payment types, hover or click on the Which 
payment method should I choose? text. Descriptions on each of the 
types of payment options should help clarify which payment type to choose.   

 

  



Page 51 of 152 
 

The user is taken to the payment screen.  Only INDOT users can mark payment as received by Check. 
When that option is selected, an additional text field appears for the Receipt Number. 

 

If paying by credit card or Subscriber, the user is taken to the payment screen.   

Credit Card Payment 
If paying by credit card, select payment type from the dropdown and click Next. 
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Enter the customer information and click Next to continue or click Cancel to return to the Permit 
Application without submitting payment. 

 

Click Edit to edit the entered customer information. Enter the credit card information as required and click  

Next to complete the transaction. 
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Click the Edit button in either the Customer Information or Payment Info sections to edit the entered 
information. When ready, click Submit Payment to submit the payment. 

 

Subscriber Payment 
If paying as a Subscriber, enter the subscriber Username and Password and click Next.  
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The information associated with the account displays. Click Submit Payment to have fees invoiced at a 
later date. 

 

Once submitted (the method does not matter), the Review screen displays with a confirmation message 
that the Permit was successfully submitted.  Click Done to return to the Permit Dashboard. 
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Illegal Signs 
The Illegal Signs table displays any records marked as Illegal. 

 

Add an Illegal Sign 
To add an Illegal Sign, click the Add Sign button. Additionally, Illegal Signs can be added when marked 
Illegal on the Reconcile Inventory report screen. 

 

The screen displays the Illegal Sign add screen. Enter the information as necessary. Click Save  to 
save work without taking an action on the Illegal Sign. Once a record is saved, it displays in the Illegal 
Report table. Click the blue Back to List text at the top of the screen to return to the Illegal Sign table. 
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There are multiple sections of the Illegal Sign Report to complete, however the sections are collapsed 
when the record is opened; only the Basic Information section is expanded initially. To expand 
additional sections, click on the section header name. To collapse the section, click on the section header 
name again. Only one section can be expanded at a time so as soon as one section is opened the other 
opened section will be collapsed.  

 

In the Basic Information section, the Tracking # and Permit # are view only. The other fields are either text 
fields or dropdown menus. Complete the information and indicate the position of the illegal sign on the 
map. 
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In the Sign Owner Details section, complete the text fields with information on the Sign Owner.  

 

In the Property Owner Details section, complete the text fields with information on the Property Owner. 
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In the Sign Details section, complete the fields as indicated. 
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In the Notices section, indicate when notices were sent to the sign/property owner. Enter any comments 
or status updates in the text fields. 

 

When applicable, enter information in the Appeals section. Include dates, contact information and any 
comments. Continue updating the Appeal fields as the Illegal Sign moves through the appeal process. 
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Upload any relevant files to the Illegal Sign in the Attachments section. Click on the Select File… button 
to select the file to upload.  

 

 

 

Multiple files can be added as attachments but they must be uploaded one 
at a time.   

Navigate to the document location on your computer.  Click on the document to upload. Click Open to 
add the document to the queue. 

 

Enter the title of the document and click on the Upload button to begin uploading the document. 
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While the document is uploading the screen might display a rotating working arrow. Once the upload is 
complete the arrows will disappear. 

 

If the document is not visible in the table after the arrows disappear then click on the text that says “click 
here” to reload the table. The document should display after clicking click here. 

 

Continuing uploading files as necessary. Click on the Download Document icon to download and 

view a copy of the document. Click on Delete  to remove the attachment from EPS.  
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Edit an Illegal Sign 

To edit an existing Illegal Sign record or make updates to its status, click on the Edit icon in the 
Illegal Signs table.  

 

When the record opens, make updates/changes as necessary and click Save  to save updates. 
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Mark Sign as Removed 
When a sign is marked as Illegal, its status is changed to Illegal. After external reviews are complete and 
the sign is determined to be removed, mark the sign removed in the system by clicking on the Mark 

Removed  icon. 

 

A Saved Successfully notification displays in green at the top of the page. 

 

The sign’s status changes from Illegal to Removed in the Illegal Sign table.  
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Mark Sign as Permitted 
When a sign is marked as Illegal, its status is changed to Illegal. After external reviews are complete and 
the sign is determined to be permitted, mark the sign permitted in the system by clicking on the Mark as 

Permitted  icon. 

 

At the confirmation message, enter the sign’s plate number and click Save to mark the sign as permitted, 
or click on the grey X to close the window without marking as permitted. 

 

If the plate number is entered and saved a Saved Successfully notification displays in green at the top of 
the page. 

 

The sign’s status changes from Illegal to Permitted in the Illegal Sign table.  
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Submitted Permit Application  
Once a permit application is submitted, an email will be sent to the assigned Investigator. The application 
can be viewed and printed, but not edited by the permit applicant. Click on the blue section headers to 
expand the section and view more details on the entered information, or edit the information. Action icons 
display in the upper right corner and change depending on the role of the user and status of the 
application/permit. 

 

Summary 
The Summary section displays basic information about the permit application. By default it is expanded 
upon opening an application and stays expanded unless minimized. Investigators, Permit Managers and 
Administrators can change certain information such as the District or the Investigator assigned to the 

permit by clicking in the editable fields, making changes and clicking Save . 
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Summary – Railroad Applications 
The Summary section for Railroad applications is the spot to indicate who the Railroad Coordinator will 
be for the project. Select the Coordinator from the dropdown; the appropriate phone and email 

information will populate based on the selected coordinator. Click Save  to save changes. 

 

  

Project Information 
The Project Information section displays some project information. Indicate if the project is an INDOT 
project by clicking in the Yes/No buttons where applicable.  

 

Community 
The Community section displays the members of the permit application community. 
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Public Messages  
Any messages visible to the public (both INDOT and external customers) display in the Public Messages 
section. Members of the Permit Application’s Community see a check box and the text Receive email 
notifications when messages are posted here. By default the check box is checked. Click in the check 
box to remove the check and NOT receive email notifications (not recommended). 

 

 

 

 

Control the types of messages received and opt out of only select types of 
messages by controlling preferences on the Preferences menu. 

 
To add a public message the User must be in the Community, an EPS Admin, a State Permit Manager or 
a Permit Manager. Click on the Add Message button to add a new message.  
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Enter information as requested on the Add Message screen. Select if the message will be visible to the 
Public or to INDOT. Remember that Public messages will be visible to the Customers (public) and 
INDOT Users. INDOT messages are visible to only INDOT Users. Enter the Submit of the message and 
the comments and click Update to send the message or click Cancel to return to the Public Messages 
table without adding a message. 

 

If added, the message displays in the Public Messages table. Click on the blue Subject text to view the 
message. 

 

To reply to a message, click on the Reply button. 
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The previous message will automatically appear at the bottom of the comment section. Edit the subject as 
necessary and then enter the new text and click Save to send a reply to the message or click Close to 
close the window without sending a response. 

 

The reply displays in the Public Messages table. 

 

INDOT Messages 
Messages specifically visible only to INDOT employees display in the INDOT Messages section. The 
ability to add, receive, reply and delete messages operates exactly the way the Public Messages 
operates; the only difference is that these messages are specifically for INDOT users. See Public 
Messages for more details. 
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Public Attachments 
Attachments visible to the public (both INDOT and external customers) display in the Public 
Attachments section. Click Add Attachments to add additional attachments. See Attachments for more 
information on uploading, viewing and deleting attachments. 

 

 

 

Certain attachments will be added automatically when the permit 
application is submitted; the specific attachments depend on the type of 
permit.  

INDOT Attachments 
Attachments specifically visible only to INDOT employees display in the INDOT Attachments section. 
Click Add Attachments to add additional attachments. See Attachments for more information on 
uploading, viewing and deleting attachments. 

 

Charges 
Add a new charge or a new payment in the Charges section. 
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Click New Charge to add a new charge. Enter in the charge information in the pop up window and click 
Update to update the record or click Cancel to return to the permit application without adding a new 
charge. 

 

The new charge displays in the table, along with the ability to Edit  or Delete  the charge. 
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Click New Payment to enter a new payment. Enter in the payment information in the pop up window and 
click Update to update the record or click Cancel to return to the permit application without adding a new 
payment. 

 

The new payment displays in the table, along with the ability to Edit  or Delete  the payment. 

 

 

Click Edit to edit the entered charge/payment. Update information as necessary and click Update to 
save changes or click Cancel to return to the application without making updates. 

Click Delete  to delete the entered charge/payment. Click OK at the confirmation window to delete the 
record, or click Cancel to return to the application without deleting the record. 
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Clock/Status History/Review 
The Clock section keeps track of the amount of time the permit application takes to get from submission 
to approval/denial/cancellation. The “clock” begins running the moment the permit application is submitted 
by a user. The Initiative indicates the person who is responsible for making the next move/taking the next 
step to move the application along in the application process. 

 

The Status History table displays updates automatically each time an action is taken on the permit 
application. 

 

The Review table displays information on any application Reviews. The Investigator and Permit Manager 
assigned to the permit application can send an application out for Review when the status is Submitted. 
Click on the Add Review button to add a review. 
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On the Add screen, select the Type of review from the Type dropdown. Select the Reviewer and enter 
any comments. Click Update to send the request for review, or click Cancel to return to the permit 
application without adding a Review. 

 

 

 

If the permit is sent out for review, the Clock status is “Out for Review” and 
the clock is “stopped”. When the review is completed the clock “starts” 
again.   

The Review displays in the Reviews table. The Investigator can View Details  or Edit  the 
review. An email will be sent to the person designated as a Reviewer alerting them to the review request. 

When the Reviewer accesses the Clock section, there will be an Edit  icon. 
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The Edit icon opens the Update Review Status window. Change the status as necessary, enter 
comments in the Comments field and click Update to update the review status or click Cancel to return 
to the Reviews table without making changes. 

 

The updated status displays in the review table, and the Clock restarts. 
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Watches 
The Watches section displays any active Watches setup by the Community on the application.  

 

 

 
Click the Add Watch  icon in the header to add a new Watch.   

 

 

 

The Watch creator can view the Edit  and Delete  icons in the Watch table.  

 

Click Edit  to edit an existing Watch. Update the information as necessary and click Save Changes to 
update the Watch; click Clear to clear any existing information; click Delete to delete the Watch or click 

the grey  to return to the application without updating the record. 
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Click Delete  to delete a Watch. Click OK at the confirmation message to delete the Watch, or click 
Cancel to return to the application without deleting the Watch. 
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Inspections 
The Inspections section provides an area to add and approve/reject inspections. 

 

Add an Inspection 
Only the Investigator can add an investigation. Click Add Investigation to add an investigation. 

 

Enter inspection report information as requested. As the permit moves through the process, the 
Inspection Type and Result dropdowns will change based on what step the Permit is in, but the basic 
functionality of the Inspection Report remains the same. Click Submit Inspection Report to submit the 
report, or click Cancel to return to the Permit without submitting the report. 
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If an Inspection Fee is necessary, click the Add Inspection Fee button. Select the date and fee type; 
additional fields will display based on the Fee Type. Complete all fields and click Update to add the 
Inspection Fee or click Cancel to return to the Inspection Report without adding a fee. 

 

 

 

Any fees added on the Inspection Report appear in the Charges section. 
See Charges for more information on managing charges/payments. 

The added fee displays in the Fee table, along with the ability to Edit  or Delete  the fee. 

 

Click Edit to edit the entered fee. Update information as necessary and click Update to save changes 
or click Cancel to return to the Fee table without making updates. 

Click Delete  to delete the entered fee. Click OK at the confirmation window to delete the record, or 
click Cancel to return to the table without deleting the record. 
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Once the Submit Inspection Report button is clicked, the new Inspection report appears in the 

Inspections section. Click Edit to edit the submitted Inspection report. Once a report has been 
approved it cannot be edited. 

 

If a submitted report is Rejected, the Edit icon is visible. Click the Edit icon to update the report and 
resubmit for approval. 

 

Approve/Reject an Inspection Report 
Once an inspection report is entered by the Investigator, the Permit Manager approves or rejects the 

Inspection Report by going to the Inspection Report section for the permit and clicking on the Edit  
icon. 
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Review the Inspection Report and make any necessary changes.  

 

Once the review is complete, click Approve Inspection Report to approve the report, Reject Inspection 
Report to reject the report or Cancel to return to the permit without taking action on the report. 

If the report is approved, an email is sent to the Customer. Enter text for the email (or select a pre-entered 
Text Snippet) and click Update to send the email or click Cancel to return to the Inspection Report. 
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The Inspection section shows the report approved and the View Details  icon is visible. Click View 
Details to view the report. 

 

If the report is rejected, an email is sent to the Inspector. Enter text for the email and click Update to send 
the email or click Cancel to return to the Inspection Report. 

 

The Inspection section shows the report rejected and the View Details  icon is visible. Click View 
Details to view the report. 
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Map 
The Map displays the location of the project on the map as well as the Latitude and Longitude. Click on 
the pin and drag it to move the location of the project. Click Reset to return to the originally submitted 
Latitude and Longitude. 
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Permit Action Icons 
The icons in the upper right corner of a permit/permit application change based on the User and where 
the status of the permit. The sections below explain the different actions Users can take on an 
application. 

Investigator Actions 

The Investigator assigned to the application can take the following actions: Add Watch , Request 

for Comment , Forward , Recommend Approve , Recommend Deny , Print  

and Save .  

 

Add Watch 

Click Add Watch  to add a watch to the Application. A watch is a way to email reminders to select 
members in specific Roles. The creator sets the start and end dates, frequency, email subject line and 
text. See Watches for more information about adding, editing and deleting Watches. 
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Request for Comment 

Click Request for Comment  to send the application out for comment. It is available to the 
Investigator, Permit Manager and District Director assigned to the permit application, EPS Admin and 
State Permit Manager, and only when the application status is everything EXCEPT Entered. Select the 
recipient from the dropdown list and enter the email text. Click Submit to send the request, click Clear to 

clear any entered information or click the grey  to close the window and return to the permit 
application. 

 

Click OK at the confirmation message. 

 

The Request for Comment displays in the INDOT Messages section. The recipient can click on the 
subject text to reply to the comment. See Public Messages for more information on viewing and replying 
to messages. 

 



Page 87 of 152 
 

Forward 

Click Forward  to forward the permit application. The Forward icon allows the Initiative owner 
(Investigator or Permit Manager) to continue moving the application through the process without making 
an approve/deny decision. It is only available to the Investigator and Permit Manager assigned to the 
application, and only when the application status is Submitted. The To field is automatically populated 
with the Permit Manager’s name when created by the Investigator and the District Director’s name when 
created by the Permit Manager, and cannot be changed. Enter the text for the body of the email in the 
Email section. Click Submit to forward the Permit, click Clear to clear any entered data, or click the grey

 to return to the permit application without forwarding the application. 

 

Click OK at the confirmation message. Once forwarded, the status changes to Forwarded Internally 
(shows as In Progress to the customer) and the only options are Add Watch, Request for Comment, 
Print and Save. 
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Recommend Approve 

Click Recommend Approve  to recommend approving the permit application. It is only available to 
the Investigator assigned to the application, and only when the application status is Submitted. The To 
field is automatically populated with the Permit Manager’s name when created by the Investigator and 
cannot be changed. Enter the text for the body of the email in the Email section. If any Custom Text 
Snippets were entered in the Preferences page they can be selected from the dropdown. The text will 
display in the text box, but can be edited as desired. Click Submit to recommend the Permit for approval, 

click Clear to clear any entered data, or click the grey  to return to the permit application without 
recommending approval. 

 

 

 

Click on the Custom Text Snippets  icon to view, edit and add Custom 
Text Snippets. See the Preferences section for more details on Custom 
Text Snippets.   
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Click OK at the confirmation message. An email will be sent to the Community noting the 
recommendation. Once recommend for approval, the status changes to Recommend Approve Internally 
(shows as In Progress to the customer) and the action icons are Request Further Information, Add 
Watch, Request for Comment, Print and Save. 

 

Recommend Deny 

Click Recommend Deny to recommend denying the permit application. It is only available to the 
Investigator and Permit Manager assigned to the application, and only when the application status is 
Submitted. The To field is automatically populated with the Permit Manager when created by the 
Investigator and the District Director’s name when created by the Permit Manager. Enter the text for the 
body of the email in the Email section. Click Submit to recommend the Permit for denial, click Clear to 

clear any entered data, or click the grey  to return to the permit application without recommending 
denial. 
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Click OK at the confirmation message. An email will be sent to the Community noting the 
recommendation. Once recommend for denial, the status changes to Recommend Deny Internally 
(shows as In Progress to the customer) and the only action icons are Add Watch, Request for 
Comment, Print and Save. 

 

 

Print 

Click Print   to print a copy of the permit application. When Print is clicked, the screen refreshes and 
displays a PDF of the application. To return to the EPS website application, click on the browser Back 

button . 
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Save 

Click Save to save any updates or changes to the permit application. If there are any required fields 
left empty, the application cannot be saved; enter information as required and then try saving again. A 
notification message displays at the top of the screen when the save is successful. 

 

Investigators not assigned to the application can Add a Watch , Print  and Save  
changes to an application. 

 

 
Permit Manager Actions 
Many of the Permit Manager action icons are as described above in the Investigator Actions section. 

Request Further Information , Cancel  , Approve  and Deny  are unique to the 
Permit Manager role. 
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Recommend Approve and Recommend Deny are available when the 
initiative is with the Permit Manager. 

Recommend Approve and Recommend Deny do not apply to Railroad 
Permits.   

Request Further Information 

Click Request Further Information  to request additional information from the Permit Investigator. 
The investigator’s name is pre-populated. Enter text to include in the email and click Submit to send the 

email, click Clear to clear any entered data, or click the grey  to return to the permit application without 
requesting additional information. 
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Cancel 

Click Cancel  to Cancel an application. The Cancel icon is only visible to the Permit Manager 
assigned to the application. Enter a message to the customer and a message to the Message Center. If 
any Custom Text Snippets were entered in the Preferences page, they can be selected from the 
appropriate dropdown. The text will display in the text box, but can be edited as desired. Click Submit to 

Cancel the Permit, click Clear to clear any entered data, or click the grey  to return to the permit 
application without cancelling. 
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Once cancelled, the status changes to Cancelled and only action icons are Add Watch, Request for 
Comment, Print and Save. 
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Approve 

Click Approve  to approve an application. The Approve icon is only visible to the Permit Manager 
assigned to the application. Enter a message to the customer and a message to the Message Center. 
Enter Special Provisions as necessary. If any Custom Text Snippets were entered in the Preferences 
page, they can be selected from the appropriate dropdown. The text will display in the text box, but can 
be edited as desired. Finally, enter an expiration date for the permit; a date one year from the current date 
is the field by default. Click Submit to approve the Permit, click Clear to clear any entered data, or click 

the grey  to return to the permit application without approving. 
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Click on the Custom Text Snippets  icon to view, edit and add Custom 
Text Snippets. See the Preferences section for more details on Custom 
Text Snippets.  

On approval the status changes to Active and the Cancel  and Addendum  icons are added 
as options. 
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Deny 

Click Deny  to deny an application. The Deny icon is only visible to the Permit Manager assigned to 
the application. Enter a message to the customer and a message to the Message Center. Enter Special 
Provisions as necessary. If any Custom Text Snippets were entered in the Preferences page, they can 
be selected from the appropriate dropdown. The text will display in the text box, but can be edited as 
desired. Finally, enter an expiration date for the permit; a date one year from the current date is the field 

by default. Click Submit to approve the Permit, click Clear to clear any entered data, or click the grey  
to return to the permit application without approving. 

 

Upon denial, the status changes to Denied and only action icons are Add Watch, Request for 
Comment, Print and Save. 
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Outdoor Sign Actions 

Some actions are applicable only to Outdoor Signs/Billboards. They are: Issue Plate , Remove 

Sign , Restore Sign  and Revoke Sign . 

Issue Plate 
When a submitted Outdoor Sign permit is approved, the status changes to In Progress – Pending Plate.  

 

Click Issue Plate  once the plate is ready to issue. Issuing a plate acknowledges that the customer 
has paid the plate fee. Enter the Plate Number and click Submit to issue the plate, click Clear to clear 

any entered data or click the grey  to close the window and return to the permit application. 

 

After issuing the plate, the status changes to Active – Pending Plate Delivery.  
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Once an Inspection Report is approved, the status changes to Active with the options to Remove Sign

, Restore Sign  and Revoke Sign . 

 

Plate Assignment 
 

1. Assign a new plate. 
 
This includes newly approved billboards that have never been plated.  Open the application.  The 
application will be in pending plate status.  Click the envelope icon at the top right hand corner of 
the screen.  When the cursor is held over the button it says “issue plate”. At this point, payment 
has been received so just the plate number needs to be entered. A plate will be selected out of 
the bulk plate stock and be documented as being issued.  A small box will pop up when the issue 
plate icon is clicked so the plate number can be entered and submitted.   

 

 

 

 

2. Assign a replacement plate. 
 
This includes all board types whether it be an L or a C plate or an illegal board that has been 
issued a plate after a legal hearing.   
Open the application and click on the replacement plate icon at the top right hand corner of the 
screen.   The icon has two arrows on it.  The icon can also be identified by holding the cursor 
over the icon.    
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When the icon is clicked, this box appears: 
 

 

The box above will appear when an INDOT employee requests the replacement plate.   
 
The outside customer can request a replacement plate and pay for it with a credit card.  The 
district will receive a notice from EPS and assign the plate.  
 
 

3.    Downgrade a sign from L to C plate. 
 
Change classification to match the plate.  Do this by going under the outdoor sign details in the 
permit and change the sign classification from L to C. This is done by district staff only. 
 
Click on the replacement plate icon at the top right hand corner of the screen.   The icon has two 
arrows on it.  The icon can also be identified by holding the cursor over the icon.   

 

 

The box above will appear when an INDOT employee requests the replacement plate.  This 
process is for INDOT employees only. 
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Remove Sign  

Click Remove Sign  to indicate an Outdoor Sign has been removed. It is only available to the 
Investigator and Permit Manager assigned to the permit application and the EPS Admin, and only when 
the application status is Active. Enter the estimated date of removal and click Submit to mark the sign 

removed or click the grey  to close the window and return to the permit application. 

 

Click OK at the confirmation message. Once marked Removed, the status changes to Removed and the 
only options are Restore, Add Watch, Request for Comment, Print and Save. 
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Restore Sign 

Click Restore Sign to indicate an Outdoor Sign has been restored. Click Submit at the confirmation 
message to restore the sign or click Cancel to return to the application without restoring the sign. 

  

If restored, the status changes to Active and the actions are Remove Sign, Add Watch, Revoke, 
Request for Comment, Addendum, Print and Save. 
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Revoke Sign  

Click Revoke Sign  to revoke a sign. Enter a message to the customer and another to the Message 
Center and click Submit to revoke the sign or click Cancel to return to the permit without revoking the 
sign. 
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Enter Appeal Request 

If an Outdoor Sign permit has been denied or revoked, click Enter Appeal Request to enter an 
appeal request. This option is only available to the Permit Manager.  

 

Enter a message to the Customer and one for the Message Center and click Submit to submit the 

Appeal Request or click Clear to clear the text fields or click the grey  to close the window and return 
to the permit application. 
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The status changes to In Appeal and the Enter Appeal Ruling  icon is available. 
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Enter Appeal Ruling 

Click Enter Appeal Ruling  to enter an appeal ruling in the case of a denied or revoked Outdoor 
Sign permit. Select the new status from the dropdown, enter text for the Customer and Message Center 

and click Submit to submit the Appeal Ruling or click Clear to clear the text fields or click the grey  to 
close the window and return to the permit application. 
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The status is changed to the selected status and the available action icons are updated as appropriate. 

 

 

Active Permit Actions 
Once a permit is Active, several additional actions can be taken. 

Request Extension 

Investigators can click Request Extension to request an extension on an active permit. Enter the 
new Expiration date and add Comments .Click Submit to request the extension, click Clear to clear any 

entered data, or click the grey  to return to the permit without requesting an extension. 
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Grant Extension 

Permit Managers can click Grant Extension to grant an extension on an active permit. Enter the 
new Expiration date and add Comments .Click Submit to grant the extension, click Clear to clear any 

entered data, or click the grey  to return to the permit without granting an extension. 

 

 

Cancel 

Click Cancel  to Cancel an Active permit. Enter the text to be sent to the Community as well as a 
message for the Message Center. Click Submit to cancel the Permit, click Clear to clear any entered 

data, or click the grey  to return to the permit without cancelling. 
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Upon cancelling the Addendum  icon is removed and the status changes to Cancelled. An email is 
sent to the Community notifying them of the change in status. 

 

Addendum 

Click Addendum  to create an addendum to an approved Permit. A new permit application will open 
with the Permit Type and Subtype selected based on the previously approved permit. 

 

Progress through the sections as with the initial application. Click Cancel Addendum at the bottom of the 
page to cancel the addendum or click Back/Next to move through the addendum application process. 

 

Enter the payment information and click Submit to submit the Addendum. Once the Addendum is 
approved, the original Permit status is changed to Addendum Approved and the Addendum’s status is 
changed to Active.  
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Reports 
Frequently used reports are available to view through the Reports menu. Click on the desired report from 
the Reports submenu to display the selected report. 

 

Aging Report 
The Aging Report provides a way to view overdue permits. In addition to the tools described in the Table 
Tools section, the Report can be narrowed by selecting a Permit Type from the Permit Type dropdown. 
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Select the Permit Type from the dropdown and click Submit to refine the Aging Report. 

 

 

 

The permits displayed are those where the submitted date is not empty, the 
issued date is empty, and the status is not cancelled, denied, or revoked.  

Anything beyond the time limits below is considered overdue: 

Commercial Driveways in LAR/W: 200 days 
Commercial Driveways not in LAR/W: 70 days 
Long Term Permits: 70 days 
Private Driveways in LAR/W: 70 days 
Railroads: 10 days 
Short Term Permits: 10 days 

These are the Aging Metrics, not the Performance Metrics. 

The Status color is yellow when the record is nearing the metric due date and turns red once it has 
passed the metric limit. Click Export to Excel to export the Report.  
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Activity on Bond 
The Activity on Bond report displays information on Bonds. Click Export to Excel to export the Report.  

 

Blanket Bond 
The Blanket Bond report provides detailed information on bonds. Click Export to Excel to export the 
Report.  
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Billboard Inventory 
The Billboard Inventory report displays the progress of the annual Billboard Inventory and information on 
specific billboards. The report displays the current year’s information by default. Select a year from the 
Select a Year dropdown to change the displayed billboard inventory information. A dashboard across the 
top of the table provides an “at a glance” indication of the completeness of each district’s billboard 
inventory. Click Export to Excel to export the Report.  

 

Click the Reconcile Inventory button to view and work with the data synched from the investigators.  
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Reconcile Inventory 
The Reconcile Inventory report provides a place to review and take action on billboards that needed 
further review during the Billboard Inventory process. The report displays data for the current year by 
default. Select a year from the Select a Year dropdown to display data from a different inventory year. 
Click Billboard Inventory to return to the Billboard Inventory report page.  

 

Dismissed records will not display in the report automatically. Click in the check box next to Show 
Dismissed to view dismissed records. Uncheck the box to view all the non-dismissed records. 

 

Each record has several action icons in the far right column. Users can View Inventory Details , 

Open the Permit , Start a New Permit , Mark as Illegal , Remove Permit  , Add 

to Report  and Dismiss . 

Click View Inventory Details to view the Inventory Details for a record. The details open in a new 

window and are not editable. Click on the Close  icon in the upper right corner to close the details 
and return to the Reconcile Inventory table. 
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Click Open the Permit  to open and edit the record’s permit. If no permit exists, an error message 
displays. 
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Click Start a New Permit to start a new permit application for the record. 

 

Click Mark as Illegal to mark a record as illegal. The screen refreshes and displays the Illegal 
Sign Report add screen. See Add Illegal Sign for more information on adding Illegal Signs. 
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Click Remove Permit to remove a permit. Click OK at the warning message to remove the permit, 
or click Cancel to return to the Reconcile Inventory report without removing the permit. 

 

Click Add to Report  to add a dismissed record back to the Reconcile Inventory report. 

Click Dismiss to remove/dismiss a record from the Reconcile Inventory report. The record will 
removed from the report instantly. To add the record back to the Reconcile Inventory report click the 

Show Dismissed check box to display dismissed records, then click the Add to Report  icon to 
add the record back to the report. 
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Performance Metrics 
The Performance Metrics report displays the issued permits for a given date range and displays if they 
meet the metrics for categories of permit type, District, and for a given investigator. Select the Start and 
End Date by typing in the dates or clicking on the calendar to select days by clicking on the calendar. 
Click Run Report to run the report and display the results. 

 

The returned results display in the table under the Run Report button. Green dots indicate metrics were 
met; red dots mean metrics were not completed in the allowable days. Click on the District Name (or 
Permit Category) to view the Detail Metric Report. 
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The permits displayed are those where the submitted date is not empty, the 
issued date is empty, and the status is not cancelled, denied, or revoked.  

Anything beyond the time limits below is considered overdue: 

Commercial Driveways in LAR/W: 280 days 
Commercial Driveways not in LAR/W: 90 days 
Long Term Permits: 90 days 
Private Driveways in LAR/W: 90 days 
Railroads: 15 days 
Short Term Permits: 15 days 

These are the Performance Metrics, not the Aging Metrics. 

The Detail Metric Report provides specific details on the Performance Metrics. Click Export to Excel to 
export the Report. 
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Click on the Metric Comments icon to add or view Metric Comments. Add information as necessary 
and click Save Comments to save the comment or click the grey X in the upper right corner to close the 
window without adding a comment. 

 

Once a comment has been added, the Metric Comments speech bubble turns black . Click on the 
icon to view or edit comments. Once a comment is added it cannot be deleted. 

Payment Reconciliation 
The Payment Reconciliation report displays the payments EPS received over a specified time period so 
that Accounting can reconcile against bank statements. Select the Start and End Date by typing in the 
dates or clicking on the calendar to select days by clicking on the calendar. Select the payment type by 
clicking in the radio button next to Access Indiana or Cash/Check. Click Run Report to run the report and 
display the results. 
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The results display in the Payment Reconciliation table. Click Export to Excel to export the Report.  
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Administration 
Some of the tasks specific to EPS System Administrators are located in the Administration menu. Click 
on the desired topic from the Administration submenu to display the selected section. 

 

Bonds 
Administrators need to maintain and administer Bond information. On the Bond Administration screen 
administrators can search for bond by Bond Number or Company Name as well as add or edit a bond.  

 

To search for a Bond by Bond Number, enter a bond number (or just a portion of the bond number) and 
click Search. The table will display only the matching results. Click Clear to clear the search and return all 
results. 
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To search for a Bond by Company Name, enter the company name (or a portion of the company name) 
and click Search. The table will display only the matching results. Click Clear to clear the search and 
return all results. 

 

Add a Bond 
To add a bond, click on the Add Bond button at the top of the Bond Administration table. 
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Complete the Bond fields as necessary and click Update to save the Bond or click Cancel to return to the 
Bond table without adding the bond.  
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The new bond displays in the Bond table. 

 

Edit a Bond 

To edit a bond, click on the Edit  icon in the row of the bond to edit. 
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Update the Bond fields as necessary and click Update to save the changes or click Cancel to return to 
the Bond table without changing the bond.  
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Manage Metrics 
To determine if permits are being issued and addressed in a timely manner, metrics are set by 
Administrators. These timeframes are guides in the metric reports and indicate when metrics are being 
met or missed. The EPS site metrics are managed on the Manage Metrics panel.  

 

Add a Metric 
Click on the Add Metric button to add a new Permit Metric. Once a Metric is added it cannot be deleted. 
Complete the information as necessary and click Update to add the new metric or click Cancel to return 
to the Metric table without adding a new metric. 
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Edit a Metric 

Click on the Edit  icon in the row of the metric to change to edit a performance metric. Complete the 
information as necessary and click Update to update the metric or click Cancel to return to the Metric 
table without changing the metric. 

 

 

Manage Users 
EPS Administrators cannot add users or manage personal information, but they can change the 
password of users when necessary (for example, if the user cannot remember which email address they 
registered with or no long has access to the registration email). The Manage Users screen allows 
Administrators to manage User email addresses. 
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Click on the Edit  icon next to the email address to edit. Update the email address as necessary and 
click Update to update the address or click Cancel to return to the User table without updating the email 
address. 

 

Site Definitions 
The Site Definitions section allows Administrators and the State Permit Manager to modify the 
definitions for Private Driveway Plans and Sign Location Diagrams. Select the category from the 
Category dropdown to view that category’s site definitions. 
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Add a Site Definition 
Click Add Site Definition to add a New Site Definition. Enter the definition information as necessary. 
Click Select File… to upload a sample PDF. The file MUST be a PDF. 
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Navigate to the PDF location on the computer and click Open to upload the PDF. 

 

The PDF will upload and a confirmation window appears when the upload is complete. Only one file can 
be uploaded; to change the uploaded file, click Select File… again and select a new file. Click Update to 
save the changes and add the Site Definition or click Cancel to return to the Site Definition table without 
adding a new definition. 
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The new Site Definition displays at the top of the table, with the option to View Details , Edit  or 

Delete  the Site Definition. 
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View a Site Definition 

Click View Details  to view details on a Site Definition. Click View to view the attached PDF. Click 
Close to return to the Site Definition table. 

 

Edit a Site Definition 

Click Edit  to edit a Site Definition. The edit screen opens in a new window. Make changes as 
necessary and click View to view the attached PDF. Click Update to save updates or click Cancel to 
return to the Site Definitions table without saving any changes. 
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Delete a Site Definition 

Click Delete  to delete a Site Definition. Click OK at the confirmation window to delete the record or 
click Cancel to return to the Site Definition table without deleting the record. 

 

Sureties 
Administrators need to maintain and administer Surety information. On the Surety Administration screen 
administrators can search for sureties by Surety Name as well as add, edit or delete a surety.  

 

To search for a Surety by name, enter a name (or just a portion of the name) and click Search. The table 
will display only the matching results. Click Clear to clear the search and return all results. 
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Add a Surety 
To add a surety, click on the Add Surety button at the top of the Surety Administration table. 

 

Complete the Surety fields as necessary and click Update to save the Surety or click Cancel to return to 
the Surety table without adding the surety.  
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The new surety displays in the Surety table. 

 

Edit a Surety 

To edit a surety, click on the Edit  icon in the row of the surety to edit. 
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Update the Surety fields as necessary and click Update to save the changes or click Cancel to return to 
the Surety table without changing the surety.  

 

Delete a Surety 

To delete a Surety, click the Delete  icon. Click OK at the confirmation window to delete the record or 
click Cancel to return to the Surety table without deleting the record. 
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Transfer Users 
Administrators need the ability to transfer user responsibilities from one user to another. On the Transfer 
User Responsibilities screen, begin typing the name of the current user to pull up all matching users 
and select the appropriate one.  

 

When the Current User is selected, that user’s role will display under their name. 
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Then type the replacement user’s name in the Replacement field. When the desired users are selected, 
click Transfer to transfer the current user’s responsibilities to the replacement. There may be a slight 
delay while the responsibilities are transferred. 

 

A confirmation window displays when the responsibilities are transferred. 
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Preferences 
The Preferences screen allows Users to change District selections, Delegate user roles, change email 
preferences and manage custom text used during applications. 

 

District 
To change the selected District, click on the District list dropdown. Select the new District from the 
dropdown and click Save to save changes.
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Delegation 
Delegation allows Users to delegate their system responsibilities to another user, and to act as another 
User when they have been delegated to. When delegating responsibilities to another user, all EPS 
system and information emails will be sent the delegated user until the setting is changed back to (not 
delegated). To delegate to another user, click on the Delegated to: dropdown. Begin typing any portion 
of the name of the user and the system will narrow the selection list.  Click on the name of the person to 
select them as the delegate. To end the delegation, click in the dropdown and remove the entry by 
clicking delete or backspace until all text is removed. The system will automatically change the field to 
display (not delegated).  

 

When someone has delegated their responsibility to you, the User can accept delegation of system 
responsibilities by changing the Act as: selection. All activities taken within the system will be recorded 
as if that User performed them, until the setting is changed back to (self). The User can select who they 
are acting as by selecting a role in the Act as: dropdown. The default is (self). The dropdown list will only 
have additional users when someone has delegated their responsibilities to you. Begin typing any portion 
of the name of the user and the system will narrow the selection list.  Click on the name of the person to 
select them as the User to Act as. To end the Act as role, click in the dropdown and remove the entry by 
clicking delete or backspace until all text is removed. The system will automatically change the field to 
display (self).  

 

When acting as another user, the header will notify that the user is Acting As another user. 
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Redirecting Emails 
When you have delegated your tasks due to being unavailable, you may want to redirect all of your EPS-
related emails to another person. This can be accomplished by creating a rule to do so in Outlook. 
Instructions follow: 

In Outlook, click the Home option from the menu, then Rules, Create Rule… 

 

 

 

Then click Advanced Options 

 

 

 

Check the “With {link} in the subject” checkbox, then click the link at the bottom 
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Type “[EPS]” into the box and click Add. (All EPS system-generated emails have a subject beginning with 
“[EPS]”.) You can also highlight the default text and click Remove so that [EPS] is the only thing in the 
filter. 
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Then click OK and Next 
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Check the “forward it to people or public group” box and click the link at the bottom 
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Type the person’s email address in the “To ->” box and click OK 
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Now your rule looks like this and you can click Finish 
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To view your rule, you can go to Home  Rules  Manage Rules and Alerts… 

 

 

To delete the rule, highlight it and click Delete 
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Email Opt Out 
EPS sends specific emails Users when action is needed on a permit or application, and also sends 
information emails when someone else takes action on a permit or application with which the User is 
involved. Check in the boxes next to the types of emails to opt out of specific types of emails. Specific 
emails requiring the User’s action will still be sent. To select all the available emails to opt out of, click on 
the blue Never send me any of the emails below to opt out. To opt back in to a type of email, click in 
the check box next to the type to receive; the check mark will be removed and the User will receive those 
emails again. 
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Custom Text Snippets 
Custom Text Snippets allow Users to auto fill fields when the same text is used repeatedly. To add a 
Custom Text Snippet, select a category from the Category: dropdown. Click on the Add Snippet button 
in the upper right portion of the table to add a new Custom Text Snippet. 

 

An Add/Edit window opens. Enter the Title and text as necessary and click Update to save the text or 
click Cancel to change. 

 

The added text displays in the table, along with the option to View Details , Edit  and Delete  
the Custom Text Snippet. Only the Custom Text Snippets for the selected category display in the table. 
To add or view other Custom Text Snippets, change the Category dropdown. 
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Click View Details  to view the Custom Text Snippet. Click Close to close the pop up window. 

 

Click Edit  to edit an existing Custom Text Snippet. Make the necessary changes and click Update to 
save the changes or Cancel to return to the table without making any changes. 
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Click Delete  to remove a Custom Text Snippet. Click OK to delete the Custom Text Snippet or click 
Cancel to return to the table without removing the Custom Text Snippet. 

 

When working an application or permit, if a Custom Text Snippet can be applied a dropdown will display 
with the snippets that were entered in the Preferences section displayed. The entered text will display in 
the text box, but can be edited if necessary. 
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