How to Generate and Issue a Single Trip Permits

1.3.3.1 Single Trip Permit

To generate and issue a Single Trip Permit:
e Select SERVICES from section below Customer Dashboard then select Permits
o Select SINGLE TRIP PERMIT from the APPLY FOR A PERMIT menu tile

e At the Search screen, enter at a minimum the Account No. and select PROCEED

Apply For A Permit Single Trip Permit
Search By
Acoount Ma.: Permit Mo,
USDOT Mo, TiN
Legal Name: DEA Marme:

1.3.3.1.1 General
The Single Trip General Details Screen displays next and contains various sections.

e Permits Account Details: Most of this information is populated from the Customer
account level and is disabled so cannot be changed. The Mailing Address, Issuing
Location and Contacts tabs are all available for selection or changes, as needed.

e Insurance Details : Displays information entered from the Permits Account level and
cannot be changed

e Permit Details Section:
o Permit Type — Auto-populated to Single Trip Permit and cannot be changed
o Transaction Type — Auto-populated to New Permit and cannot be changed
o Radio buttons for Temp Fuel Permit — This defaults to No and cannot be changed

o Effective Date — Defaults to the current date and can be changed to a future date
up to 60 days in the future

o End Date —Is blank and disabled; the End Date is populated based on the Load
Code selected on the Load & Dimensions screen which can be either 6 or 10 days
in the future.
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o Permit No —should appear blank since the permit is not yet issued
o Application Status — Defaults to Not Submitted and cannot be changed

o Application Status Date — Defaults to the current date and cannot be changed

General Details Single Trip Permit

Permits Account Detalls

Account Na.: | 2000022 TIN: | 144444713 USDOT No.: | DOOZASSE]
Legal Mame : | CELTIC DISTRIBLITING DEA Narme ! | (DI Application Ne.: | FO00243
Piwysical Adiclress A aling Acddnpss Mg Location m
*Contact Name: | SUZANNE -]
Cantact Name: | SUZANNE Primary Phone No.: | Bhe-545 4444 Ext.
Emall: | SRIVERAGCELTIC.BY Alternate Phone Mo.: Fax Mo,

Insurance Detalls

Insurande Carrler: | STAR RDELITY Poliicy Mumber : | 2018.22001 30 Expiration Bate: | 11300018 T
Combined Llabllity: | 1500000

Permit Details

Permit Typse: | SINGLE TRIP PERMIT Transaction Type: | APR - NEW PERMIT

Areyouapphingfor
& Temp Fuel Permin?’ 2

"Effective Date ! | ADST01E End Date: MKTHLA Y '.-.- Permilt No.:
lieation Status: [NOT SLBMITTED Applicartion Status, rors g
Date

Enter or update the information on the General Details screen then select PROCEED
to move to the Load & Dimensions screen.

1.3.3.1.2 Load & Dimensions

The next screen for the single trip permit application collects information specific to
the permit pertaining to the load and dimensions using various steps. This screen will
include all the details required for all load categories.

e Step 1 (Load and Dimension Details)
e Step 2 (Vehicle Details)
e Step 3 (Registered Gross Vehicle Weight Details)

e Step 4 (Temporary Permits) — Not currently available for TN so this section
has all fields disabled and the user will click Next to proceed to Load Details
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The Permit Account Details and Permit Details sections on this screen contain pre-
populated information that cannot be changed.

1.3.3.1.2.1 Load Details
Load & Dimensions Step 1: Enter Load Details

e Use the Load Code drop down to select from to identify the load type — multiple loads
can be entered for select code types

O To remove a Load Code, clink the CLEAR link to the left of the Load Code
type

e Radio buttons for current Trailer Registration — If Yes, the user will then enter the trailer
plate number and jurisdiction

e Enter the Dimension Details in the appropriate area for Overall Width, Length, and
Height, as well as Trailer Length and Rear Overhang, as applicable.

e Width, Length and Height are only enabled for single trip permits
e Triples - This field is disabled and doesn’t apply
e Load Serial/Container — This field is disabled and doesn’t apply

e Radio buttons for permit application load weight — Legal Weight, Over legal Weight, or
Special 10% Tolerance

O Axle Description information will be required in the Vehicle Details Step 2, if
Over legal Weight is selected

e Enter the Total Gross Vehicle Weight

e Select NEXT to collapse Step 1 and proceed to Load & Dimensions Step 2 which is the
Vehicle Details.
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Load & Dimensions Details single Trip Permit

Permits Account Details

Aceaiint Na, | | 2000022 TiM: | .Fm}.i USDOT M. : | DODERSSET
Legal Narme : | CELTIC DISTRIBUTING DRA Name: | CDI Application Mo : | 000244

Permic Detalls

Transaction Type: | APR - NEW PERMIT Permit Mo.: |
Stepl &
Stepl v

Yehitle Details

| [ venceType | VIN | Maks  Year  PiaceNo |Jur | Unitho |

Stepd~

Stepd ~

Comments )

1.3.3.1.2.2 Vehicle Details
Load & Dimensions Step 2: Enter Vehicle Details

e Users can add a vehicle using the ADD VEHICLE button then follow the steps in Section
1.3.2.1 (ADD VEHICLE)

e Users can also use the VEHICLE LOOKUP link which will open a pop-up list
displaying existing vehicles on the account to select from

0 The vehicle pop-up window provides a search field for each column and
allows for partial data searches for ease in searching for a vehicle

0 Click the SELECT link of the vehicle to be added and the system auto-
populates some required vehicle information and closes the vehicle list
pop-up window
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o If the wrong vehicle was selected or a vehicle other than the one originally selected,
needs to be used for the permit transaction, the user can select the CLEAR link to
remove the selected vehicle from the Permit transaction and then select a subsequent
one

I —
General ) Losd & Dimensions i o s |

Load & Dimensions Details Single Trip Permit

Permitd Account Details

Actount N, ! 2000022 TIN: Hdrl-ﬂ-ﬂ'ﬂl USDOT No. ! | DO0ZESS561
Legal Name ;| CELTIC DISTRIBUTING Daa Name: | €01 Application No.: | B000244
Permit Detalls
Transaction Type: | APR - NEW PERMIT Permit No.- I
Stepl &
Steplw
Wehicle Devails

[ || VehiceType VN | Make | Year | PlaceNo [ jor | UnicNo. |

¢ Axle Description information is required to be entered if Over Legal Weight was selected
on the Load Details Step 1

o The Vehicle Weight Analysis ID, Weight Type and VIEW button will always be
disabled for TN

o User can enter the vehicle configuration details manually
= Enter the Axle Type, # of Axles, No. of Tires per Axle, and Weight
= Enter the Axle Spacing information
= Use the DRAW button to view a drawing of the configuration
= Use the CLEAR button to remove any data entered incorrectly
o Once axle details are entered, a BRIDGE FORMULA button will display

= Clicking on BRIDGE FORMULA will open up a separate pop-up screen for
data entry with a SAVE and CLOSE button available
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o Bridge Formula
= User can check bridge calculation if required

e Select NEXT to collapse Step 2 and proceed to Load & Dimensions Step 3

Transaction Type: | APH - NEW PERMIT Permit No.: |
Srepl a
Steplw

Viehicle Detalls

| wehicie Type ¥IN Make

Auxle Description T
Vehche Welght Analysis 10: | welght Type:| EI
; - waol Weight to, of Tires per
e Type: J Ades illosh Rl

Excess Weight (1)

Mo data aeailable in table

1.3.3.1.2.3 Gross Vehicle Weight Details
Load & Dimensions Step 3: Enter Registered Gross Vehicle Weight Details

o User must identify if the vehicle is registered in Tennessee on their apportioned
registration cab card or if registered in another jurisdiction

e User must then enter the Registered Gross Vehicle Weight in Tennessee or for a
different Base Jurisdiction — the appropriate field will be editable based on the
jurisdiction registration response

o Thisis defaulted to “No” and the user must enter the RGVW for the base
jurisdiction in order to proceed

o If the user selects “Yes” the system will enable the field for the user to enter the
RGVW for Tennessee

e Select NEXT to collapse Step 3 and proceed to Load & Dimensions Step 4
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Load & Dimensions Detalls

==

Single Trip Permit

Permits Account Detalls

Aecownt Me: | 315 Tih | | SO0600E00

Legal Namee [ ALL AMERICAR TRAMSPORTERS DA Maene | [AAT MOVERS
Permilt Dwtails
Transacticn Type N‘ﬂﬂh‘r‘fﬂlﬂll Permit Mo [
Stepl &

$tapd =

SEapl e

Registered Gross Vehicke Weight

b Terneises regiatered on your [RP apponionsd Calb Cand of is the vehiche a Tenmesses county plansd
wehice?

If yex, what i thae Registered Gross Vehicls Wesght {RGYW) for Ternessee?

I mo, whait i5 the Regestered Gross Vehiche Weight (RGYW) for Base junisdiction?

Stapd &

LSOO Me. - | BOOOES5ET
Applcation M. [ TR

Yer @ Mo

1.3.3.1.2.4 Oversize Annual Permit

Load & Dimensions Step 4: Oversize Annual Permit Details

In this Step a user can enter the Oversize Annual Permit No. All other fields and

checkboxes are disabled so the user can select Finish to proceed to the Route screen
if there is no oversize annual permit number to enter.
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Load & Dimenskons Detaiks Single Trip Permit

Parmits Account Decails

Accourdt No.: [ 29315 TN | Posemamon USDOT Ne.: | DODRESSE
Legal Name: [ALL AMERICAN TRANSPORTERS DEA Hame: [ AT MOVERS Appleation Me. - [ 1E508
Pt Dptaiby
Transaction Type | APE - NEW PERMIT Permis o |

Seapl &
Stepl =
Seepl

Srepd =
Dwvarsies Annual Peimi

120t Nozw diveslbbe Bnnual |
Creariare Annissl Permin bo |
Permit No

Teengorary Parmit

Temp Fuel Temip Truch
Temp Trader 1 Tormp Traiter 2 Tomp Trader 3

comments (3

1.3.3.1.3 Route

The Route information can be entered using one of the two radio dial buttons for
pre-defined routes or to manually enter route information.

e Standard Routes — Clicking the PRE-DEFINED ROUTE radio dial will provide a pop-up
screen with a list of available routes to select from

o Each column within the load route details contains a search field to use

o Ifselected, the Total Miles, Origination, Destination, and Via Route fields will be
populated based on the route selected

e Enter Route Details - If a standard route is not used, the user can click the ENTER ROUTE
radio dial to enable the below fields. A user must enter all the required route fields,
including:

o Origin

o Destination
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o Via Route
o Total Miles

= Route Options — Note — Although this option will display route options,
the selection will have not have an impact on the permit. Users are
encouraged to skip this section.

¢ The Add a Stop and Round Trip links are not applicable to TN users and not available at
this time

e A user must click the CHECK ROUTE button to have the route verified before proceeding

o A warning message will display to the user if restrictions/warnings exist on the
identified route. In some instances, the user will be directed to the
RESTRICTIONS AND WARNINGS tab and required to enter a comment and click
the SUBMIT checkbox to proceed.

Routing Details single Trip Permit
O ROILITEOGGERNDT £ (] RESINICINONS S0 WAITRE KOATY o TN FOons, To Caniinie, S25ol 13 (e Dotoiny of (e RSSUNCEs and WaTrirgs Tab snies 8 SO Chack I Sutmit s
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a o w @
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e Once the route is verified, and comment added (if required), the user can select
PROCEED to view and enter the Conditions screen
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Routing Detalls Single Trip Permit
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1.3.3.1.4 Conditions

The Conditions details screen will display some pre-defined data based on the TN
business rules for the permit load & dimensions and route information entered.

o Filter Tag — Use the drop down list to select a particular filter or use the All. Selecting a
Non-Standard will remove all other conditions from view and only display the Non-
Standard conditions. So All will display all conditions on the screen

e Standard — These conditions are auto-populated and the checkbox is defaulted to
checked and disabled

¢ Non Standard — The user can check the checkbox in the Select column to apply the
conditions as required

o Some conditions will automatically be checked based on TN business rules and
user can add additional Non-Standard conditions by clicking the corresponding
checkbox

e Additional Conditions — The user can add additional conditions as required by selecting
the “Additional” Conditions tab then clicking the plus (+) sign icon. The user must enter
a description for each condition added. To delete any additional conditions added check
the select checkbox and then click the minus (-) sign icon. Unclick the Select checkbox
for any additional conditions you DO NOT want to remove.
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e Select PROCEED to display the Permit Verification screen

EET=pr Iy 5 ==
Conditions Details Single Trip Permit
Permits Agcownt Detaily
Account Ne. | 2315 T4 900600300 USDOT Mo, | D00RESEA
s Neme: (REROEAGEETR R son .+ N
Permit Detalls
Transsetion Type . | APR - HEW FERMIT Peemit Me) |
Condition:
B —
SRquUEDCE MO, | Selacx | miler Tag | Condinons | Hoces
24 honrs T oy [y wibek CONTNUCL Trarved Foesniction
" J MO ATANDRED TMIVRTRBE Wi THONTT STl ConCHTs
dnhrLiedl well fCeracn b CinRy durtow,
Lowady that escesd 107 m width must have Saprn s Mlarongs,
. NOH STANDARD prope DAY uignagn. markings snd Bghtang
TR LR By S Al nat st B5 000 | Teww Tk
it MO STAMDARD!
A1 DPu el Domivied wi P 11 (Ol " ﬁﬁ;l—n;

1.3.3.1.5 Verification

Once all the Permit sections where data is entered are complete, the system will
display the Verification screen with a tab for each section (General, Load &
Dimensions, Route, Conditions).

e Use the tabs to view the data and perform any updates as required prior to billing

e Select PROCEED if all the data is completed to continue with billing
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0 GLNATH ; [If Plesae vard s with 5 Permit Apphication ofherase chck [aE bo modily detaih

Verification Single Trip Permit

Permics Account Detakls
ALCOURT MO, ! 2315 Tl HOOE00300 PL0OT Mo, | HOSIEEELT
Lagal Mame :ALL AMERICAN TRANMPORTERS DB& Name  ALT MOVERS Appicacion No. | T804
Physical Address
SITeen 475 W MOUNTAIN VIEW LM Tip Code: 3B504 Jur TR TEMPMESSEE
Cigy : ALLARDT County: FENTRESS Country: U
Sailing Address

Malling Address
SErRaL fip Code pur
Cimy: Comnty Cowniry

Bssuing Lacathsn
Service Locatien ; 100-MASHVILLE

SEreet Tip Code Jair - To- TEMBEE S50 0
ciny Counry Cowntry ; LS

Contscts

1.3.3.1.6 Billing

The Billing details will display all fees applicable to the permit transaction as
entered. Once the fees are calculated, the system will display the Payment Details
and issue the permit credentials.

o Billing Details

o The Single Trip Permit Billing Details are auto-populated with the Billing Date
displaying the current date

= Only Effective Dates can be changed

o Effective Date — Effective Date 1 is auto-populated with dates based on permit
requirements selected

= Final Effective dates and end date may be auto calculated and populated
according to TN business rules.

e Fees Section
o The fees are calculated based on TN business rules

o Displays any available Escrow Balances
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e Documents Requirements Section — A user can use the drop down list to select one or
more document requirements based on the permit application. Mandatory documents
cannot be outstanding.

e Attachment Upload — Use the Browse option to select a file then select UPLOAD to load

the file
e Delivery Details — Use the drop down to select the Electronic Delivery Type (PDF, Email,
Print)
Billing Deady Sangle Trip Permit
P ity A oseasmn Dn sty
cronrn bes. | TS n [iibad ASET s [SEREEA
g bur | ElpC] i e A Dk M | Bl e Ny, | i
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Perma Type  maad e pLAAT ]
Wiy Tna  GROACEITE Trpmarmaen Topr | APE . W PR Temmapmun aann D QRN
EPeernive Dt 1 | 0014 _T__ U Bt ¥ | SRR _'—:
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irtwrpree iwrron R aer I .-ﬂ-fl:i- Pereet Estros Rileww | -QW
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e Delivery Details — Use the drop down to select the Electronic Delivery Type (Email, Print,

PDF)

e Draft Permit — On this screen the system provides the option to produce a draft permit
based on the permit details entered

o VOID will display as the Permit Number for the Draft Permit

o For best practice the draft permit should be generated after the invoice to have
the updated date appear in the draft permit e.g. fees after adjustment of waive

etc

e Select PROCEED to display the Billing verification screen and continue with payment and
generation of the Single Trip Permit

Billing Dace - | OGOT1E

Efectrie Date 1 .-'_-I-'I :,-;:';n ;|

Efeiths Do 2

EMectioe Date 3 | 001

Fews Section

inderprise Excrow Balance .00

DaCumEntatian Rguirsments

Arrachmant Upload

Dedivery Detalls

PenmitWa Dectronic

0 - PN 3
Delirery Type =

Comments 3

Tramsacrion Type: | APR . NEW PERMT Transaction Stais - | O« OPEN

End Date ) i;;’i.':'-h'..".:.l.ll-_“ [

End Dare 3; | M0

Permit Escrow Ralance A

Browse.. | Mo fie welected

[t 0

Billing Verification screen displays two additional buttons in the command line

e Add to Cart — Allows the user to add the transaction to the Cart and perform another

transaction

¢ Invoice — Provides an invoice listing the fees to complete the permit transaction
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T ng Details

Permit Type © | SINGLE TRIF FERAMT
Billing Date - | GLTEOOIE

Effecchve Date 2 100 L)

Effecehve Dane 3 | LI '__'.

Fes Saction

Erderprise Excrow Balance | L]

Dorumentation Requinements

Artachment Uplosd

Delivery Detaily

Permit WA Blectrons | ™
Deliwery Type

=25

Permit fa

Transaction Type: | AFR « NEW PERMIT Trargacton Status . |1 - INVINCED

Erdd Date 1 '\.T-l-.'.:_l.::-"\l'.! T

Eredl Duane 2 | A = {

End Dues 3: [LBDRAAYY ()

Permit Excrons Balance o

Mo lile sebenes

e Select PROCEED to complete the payment process

o If user want to go back and change data, Select CANCEL BILL to cancel the invoice and

change data.
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