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Section 1. Introduction

This section provides information on the following:

e Overview of CHAMPS
e About This Guide

71512007 Oregon Department of Transportation Section 1, Page 1



Central Highway Approach/Maintenance Permit System (CHAMPS) User Guide v. 2.10

Overview of CHAMPS

The purpose of the Central Highway Approach/Maintenance Permit System (CHAMPS) is
to consistently manage the application/permit records and processes used by ODOT permit
specialists located across the state.

ODOT issues permits for approach roads and driveways that connect with state highways.
Approach roads connecting to the State Highway System may be constructed as part of a
private development or ODOT construction project. In addition, some approach roads
existed prior to the implementation of the permitting process. In every case, each approach
road is tracked and managed by CHAMPS.

Individuals or entities wanting to build access to a state highway, submit an Application for
State Highway Approach, to an ODOT District Office. The District Office reviews the
Approach application and notifies the applicant of any additional documents required to
continue the application process. Once ODOT approves a completed Approach application,
including construction drawings and plans, it issues a Preliminary Construction
Specification. The applicant reviews the Preliminary Construction Specifications document,
signs and returns it to the District Office with proof of liability insurance and bond or cash
deposit. Once ODOT receives these, it issues the Permit to Construct a State Highway
Approach. After construction of the approach, ODOT inspects it and, if approved, issues a
Permit to Maintain, Operate and Use a State Highway Approach. Refer to the Appendices
for illustrations of these different forms used in the Approach permitting process.

For more information on the rules governing the issuance of construction permits and use
permits for approaches onto state highways, see OAR Chapter 734 Division 51 or go to
http://arcweb.sos.state.or.us/rules’fOARS 700/0OAR _734/734 051.html.

NOTE: CHAMPS does not manage the application and issuance process for permits issued
by other ODOT business areas, such as for commercial signage or over-height or overweight
transportation.
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About This Guide

The Central Highway Approach/Maintenance Permit System (CHAMPS) User Guide has
been designed to provide you with a quick introduction to CHAMPS. Its contents include:

e Section 1. Introduction Basic information about the Central Highway
Approach/Maintenance Permit System (CHAMPS) and this user guide

e Section 2. CHAMPS Basics Information on accessing CHAMPS, the CHAMPS menu
items and toolbar, and exiting from CHAMPS

e Section 3. Online Search and Reporting Information on the search and reporting tool
available on the ODOT intranet to view application/permit record information

e Section 4. CHAMPS Search Function Information on how to complete searches of
the CHAMPS and UPERMIT databases to locate desired applications and permits

e Section 5. The Application/Permit Window Information on each of the tabs of the
Application/Permit window, including steps to updating and entering the tab data

e Section 6. Application and Permit Processing Information on how to create and
update applications and permits within CHAMPS, including the issuance of permits

e Section 7. CHAMPS Alert Function Information on the Alerts window, including
how to create, update and close alert messages from the Alerts window

e Section 8. CHAMPS Letter Function Information on generating letters from within
CHAMPS

e Section 9. CHAMPS Report Function Information on generating reports from within
CHAMPS

e Appendices Additional useful information such as copies of the Application for State
Highway Approach, Approach permits for construction and use, and the application
worksheet
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Conventions
This Guide uses several conventions to present information to make it easier for you to
understand and use the Guide.

References to other sections of the Guide appear with bold, underlined text, as in “This
is the About This Guide Section.” If you view this manual on-line using Microsoft'
Word, you may click on a cross-reference to move directly to that section of the Guide.
System commands, buttons, selections, key strokes, and/or field names are presented in
bold text with any corresponding mnemonic access character* underlined, as in “Select
File | Print from the menu bar,” or “Click Cancel to close the window without saving

the changes.”

The names of windows within CHAMPS are presented in italicized text, as the
Application/Permit window or the Print window.

Each section of the Guide presents detailed instructions in chart format with the step,
action, and results identified along with other useful comments, as in:

Step Action

Results/Comments

1. Description of first action to take. Results of action taken and other
comments.
2. Description of next action to take. Results of action taken and other

comments.

T All other company or product names are the trademarks or registered trademarks of their respective owners.

1 . . . . . )
The mnemonic access character gives you direct access to the corresponding menu item or field through the keyboard
combination of ALT+ the designated character.

7/5/2007
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Section 2. CHAMPS Basics

This section provides information on the following:

e Accessing CHAMPS
e The Main CHAMPS Window
e Exiting CHAMPS
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Accessing CHAMPS

To access CHAMPS, you must install the application on your computer and have your user
ID entered within a Database Management System (DBMS) security group within the
system. Contact the system administrator for information on installing CHAMPS and
gaining access to it.

Once CHAMPS is loaded onto your computer, the CHAMPS icon appears on your desktop
and Programs menu, as shown in Figure 1 below. Each time you start CHAMPS, a
program runs to synchronize your local copy with the master copy of CHAMPS that resides
on the central application server. If needed, the program automatically downloads a new
copy of the CHAMPS program to your workstation.

Figure 1. Accessing CHAMPS from Desktop

My Documents e P Select Programs | CHAMPS | CHAMPS from
5 he Start menu to access CHAMPS
ﬁ‘[ @ Avery Products )
— ! @ Microsoft Office - E
My Computer PODWP M ) i a Library
Scod @ Microsoft Office Tools

|7} oDOT Mainframe

‘3 EI |7 startup EI

@ Trend Micro OfficeScan Client
My Metwork Roadway RAME Action

Places Projec... @ WinZip Items Tracking
_ @ Microsoft Mouse

E p , @ Mouse Healthy Computing Guide {"E"‘ _DOUbIe CIICk the CHAMPS
Hls e 7] Bentiey Redine BT icon to access CHAMPS.
Recyde Bin  Bentley Redine  Shor CHAMPS

(e () Matural Color
|7 OpenOfficedds 1.1.0
[T
@ Palm Desktop h

b
B0

@ Project Delivery Work Planning CHAMPS TEST

= @ Software995
{@ Open Office Document - Acrobat Distiller 7.0
- Adobe Acrobat 7.0 Standard
Adobe Reader 7.0
Serval

New Office Document

» BrochureJan...

Help and Support Shorteut to
DRAMP_Team
Run...

7] ?
Log Off hwye70y... o
)

Sho
AccessMana...

Windows XP Professional

Shut Down. ..

a@ﬁel Jé"@ﬂm

To access CHAMPS, you may either:

e Double click the CHAMPS icon on the desktop, or
e Select Programs | CHAMPS| CHAMPS from the Start menu

When you start CHAMPS (using either of the above methods), the system verifies that you
are listed in one of the DBMS security groups and connects you to the production database
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of CHAMPS. If your user ID is not found in one of the DBMS security groups, then a
message appears advising you to contact the CHAMPS system administrator and CHAMPS
closes. If the database connection fails, an error message appears and you may try to access
CHAMPS again.

After you successfully connect to CHAMPS, the CHAMPS Splash window (Figure 2 below)
appears briefly followed by the Alerts window if you have any active alerts and the
Application/Permit window. Refer to Figure 3 for an illustration of the main CHAMPS
window with the Alerts window open.

Figure 2. CHAMPS Splash Window

Central

Highway
Approach |
Maintenance
Permit

System

Yersion 2.1.0 Build Feb. 10, 2004

Copwright (21333 000T
If problems contact Help Desk (503] 986-3800
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Figure 3. Alerts Window from Main CHAMPS Window
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When you access CHAMPS, the Alerts window automatically opens only if you have active
alert messages. Refer to Figure 3 above. Refer to Section 7. CHAMPS Alert Function for
more information on the Alerts window.

If you do not have any active alerts, only the Application/Permit window opens when you
access CHAMPS. Refer to Section 5. The Application/Permit Window for more
information on the Application/Permit window.

7/5/2007
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The Main CHAMPS Window

When you access CHAMPS, the main CHAMPS window appears with the Alerts window
and/or the Application/Permit window open. Refer to Figure 4 for an illustration of the
main CHAMPS window with the Application/Permit window open.

Figure 4. Application/Permit Window from Main CHAMPS Window
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Permnit Mo: le\cel 'I Applicant Compaty: E:;i;ﬂ;hcanon =
Cage No: LCounty: | - Prop Owner Last Mame: Application Accepted
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Highway: 'I Beginning kP | Ending MP: SEEE\. It:mz H:a:: s
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Const Plan Id: Peimit lppa:l - RAw File 1d: EUHSL E}ans EBCI_USStEd
L.
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Appl  Permit ar Permit Application
1D Number Office Countyp Hwy MilePoint Applicant Request Status Specialist Date Permit Description
[ [Rows Selected 5/11/2008
< | |
|Ready [5-11-06 11:57:30

Across the top of the main CHAMPS window appears a menu bar with an icon toolbar
beneath it. Both the menu bar and the icon toolbar remain visible no matter which window
or tab you select from the main CHAMPS window.

When you select a menu on the menu bar, a drop-down menu appears from which you may
make a further selection. Information about each of these drop-down menus appears later in
this section. By selecting items from the available menus on the menu bar, you may access
most of the functions of CHAMPS. For some menu functions, you may click a
corresponding icon on the toolbar. Refer to Table 1 for a description of each toolbar icon.

NOTE: Most items on the drop-down menus and icons on the toolbar, are enabled all of the
time. However, some menu items and toolbar icons only become enabled from certain windows.
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Table 1. Icon Toolbar Functions

Ilcon

Function

0

Click New Application icon to create a new permit application.
(This is the same as if you select File | New Application from the menu bar.)

=

Click Open Application icon to open the Application/Permit window.
(This is the same as if you select Permit | Open Application from the menu bar, or
select File | Open Application Permit from the menu bar.)

Click Save icon to save the current application/permit data.
(This is the same as if you select File | Save from the menu bar.)

|

Click Close icon to close the currently active window.

Click Print icon to print the data from the current tab or the application data.
(This is the same as if you select File | Print from the menu bar.)

| Click Clone icon to clone the current application/permit data to create a new

application/permit.
(This is the same as if you select Edit | Clone Application from the menu bar.)

Click Issue Permit icon to open the Issue Permit window in order to issue a permit.
(This is the same as if you select Permit | Issue Permit from the menu bar.)

SN I

Click Cancel Permit icon to open the Cancel Permit window in order to cancel a
permit.
(This is the same as if you select Permit | Cancel Permit from the menu bar.)

Click Exit icon to exit from CHAMPS.
(This is the same as if you select File | Exit from the menu bar.)

7/5/2007
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The File Menu

The File menu contains all of the commands you need to open, create and save applications
and permits on CHAMPS, to print data from the current window or application, import files
and to exit CHAMPS. Refer to Figure 5 below.

Figure 5. File Menu

File Edit Permit Tools Reports Miscellaneous Launch  Window Help

New Application 4—|Select New Application to create a new application. |

ipen Application Permit |_ISelect Open Application Permit to open the Application/Permit window.
Close < Select Close to close the Application/Permit window.

Save Crl45 < .I.It_I_V_ISeIect Save to save changes to the application data. |
= ul [ EETT ) e

T 1 I
Print. .. Cirl4P < 4|Select Print to print the current window.

PEmE Snec 1 |
Import Document <«——————Select Import Document to open the Import File dialog box. |

Exit CHAMPS Select Exit CHAMPS to close CHAMPS.
i : (=] B eginning MF: |

Hange:| Ending MF':I

Table 2. File Menu Functions

File Menu Item Function/Description

New Application Select File | New Application to create a new application.

NOTE: You may also click the Create New Application icon on the toolbar.

Open Application Select File | Open Application Permit to open the Application/Permit window.
Permit

NOTE: You may also click the Open Application icon on the toolbar.

Close Select File | Close to close the Application/Permit window.

NOTE: You may also click the Close icon on the toolbar.

Save Select File | Save (or press CTRL+S) to save the data displayed in the active
window.

NOTE: You may also click the Save icon on the toolbar.

Print Select Eile | Print (or press CTRL+P) to print the application or data from the
current window on the designated printer.

NOTE: You may also click the Print icon on the toolbar. Refer to Printing
Application/Permit Data for more information about CHAMPS print function.

Import Document Select File | Import Document to open the Import File window in order to
copy a document file into the CHAMPS correspondence folder.

NOTE: Referto Importing Documents (Section 8) for more information on
importing documents for use within CHAMPS.

Exit CHAMPS Select File | Exit CHAMPS to close all open windows and exit CHAMPS.

NOTE: You may also click the Exit icon on the toolbar.
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The Edit Menu

The Edit menu allows you to easily cut or copy existing data from an application/permit and
paste that data to another area of the application/permit or to another application/permit.
Refer to Figure 6 below. You may also clone the data from an existing application/permit to
create a new one.

Figure 6. Edit Menu

Il CHAMPS

File | Edit Permit Tools Reports Miscelanecus Launch Window Help

cut Cirl+X A*H'l

Copy Ctrl+C
Paste Ctrl+v

Select Cut to cut selected text. |
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Select Paste to paste the cut or copied text.

Clone Application Select Clone Application to copy the current
application/permit data to create a new application/permit.
ApplId: | | —
Perrnit Mo I Office |
Praject: I Coavnky: I
L I —i [T E—
Table 3. Edit Menu Functions
Edit Menu Item Function/Description
Cut Select Edit | Cut (or press CTRL+X) to delete selected data from the
current field and transfer to the clipboard.
Copy Select Edit | Copy (or press CTRL+C) to copy selected data from the
current field to the clipboard.
Paste Select Edit | Paste (or press CTRL+V) to paste the cut or copied data from
the clipboard to the currently selected field.
Clone Application Select Edit | Clone Application to copy the current application/permit data
to create a new application/permit.
NOTE: You may also click the Clone icon on the toolbar.
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The Permit Menu

From the Permit menu, you may open the Application/Permit window, the Issue Permit
window, the Cancel Permit window or the UPERMIT window. Refer to Figure 7 below.

Figure 7. Permit Menu

Issue Permit

m Cancel Permit

H N = Dpen application

File Edit | Permit Tools Reports M ' Heln

Select Open Application to open the Application/Permit window.

Select Issue Permit to open the Issue Permit window.
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I
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Table 4. Permit Menu Functions

Permit Menu Item

Function/Description

Open Application

Select Permit | Open Application to open the Application/Permit window
in order to search for a specific application/permit.
NOTE: You may also click the Open Application icon on the toolbar.

Issue Permit

Select Permit | Issue Permit to open the Issue Permit window in order to
issue a permit.
NOTE: You may also click the Issue Permit icon on the toolbar.

Cancel Permit

Select Permit | Cancel Permit to open the Cancel Permit window in order
to cancel a permit.
NOTE: You may also click the Cancel Permit icon on the toolbar.

Open UPERMIT

Select Permit | Open UPERMIT to open the UPERMIT window in order to
search for a permit record from the historical UPERMIT system.

7/5/2007
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The Reports Menu

Use the Reports menu to generate the currently available CHAMPS and UPERMIT reports.
Refer to Figure 8 and Figure 9 below. When you select one of the reports, the
corresponding report window opens for you to enter report criteria and generate the report.

Refer to Section 9. CHAMPS Report Function for more information on generating the
CHAMPS and UPERMIT reports. Also refer to Section 3. Online Search and Reporting
for information on viewing reports from the Online Search & Reporting page on the ODOT
intranet.

Figure 8. Reports CHAMPS Menu
Il CHAMPS {PROD)

Select Count by Region to generate the CHAMPS

File Edit Permit Tools | Reports Miscellanecus Launch  Window G Permits Count report by region.
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Select Count by Appr Type to generate the
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Figure 9. Reports UPERMIT Menu
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Table 5. Reports Menu Functions

Reports Menu ltem . Function/Description

CHAMPS

Count by Region Select Reports | CHAMPS | Count by Region to generate the
CHAMPS Permits Count report by region.

Count by Type Select Reports | CHAMPS | Count by Type to generate the
CHAMPS Permits Count report by permit type.

Count by Appr Type Select Reports | CHAMPS | Count by Appr Type to generate
the CHAMPS Permits Count report by approach type.

Permits by Owner Select Reports | CHAMPS | Permits by Owner to generate
the CHAMPS Permits Count report by owner or permit
specialist.

UPERMIT

Adopt A Highway Select Reports | UPERMIT | Adopt A Highway to generate
the UPERMIT Adopt A Highway report.

Permits Counts Select Reports | UPERMIT | Permits Counts to generate the
UPERMIT Permits Count report.
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The Miscellaneous Menu

The Miscellaneous menu allows you to open the All Alerts and Active Alerts windows; open
the Print Forms window to print a blank application form or approach drawing; start

Microsoft Word to create a letter; print an envelope; or create and send an e-mail message to
Right of Way. Refer to Figure 10 below.

Figure 10. Miscellaneous Menu
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Inactive Alerts window.

All Alerts
Active Alerts «—— |
Code Tables
Security /
Print Forms

Start MS Word «— |

Select Active Alerts to open the Active Alerts
window.

Select Print Forms to open the Print Forms window.

Select Start MS Word to open a new or existing MS
Word document.

Print Envelope «——— K Select Print Envelope to print an envelope addressed to

Create Right of Way E—Mail\
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Range: |
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the applicant.

_| Select Create a Right of Way E-mail to open MS
Outlook and create an email requesting Right of Way
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E ndirng k4P
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Table 6. Miscellaneous Menu Functions

Select Fee Estimator to open the Land Use ADT Fee
Estimator window.

Miscellaneous Function/Description
Menu Item
All Alerts Select Miscellaneous |All Alerts to open the All Alerts window to view all
alerts, both active and inactive, entered by a specific user.
Active Alerts Select Miscellaneous |Active Alerts to open the Active Alerts window to
view only the active alerts entered by a specific user.
Code Tables This menu item is only enabled for System Administrators.
Security This menu item is only enabled for System Administrators.
Print Forms Select Miscellaneous | Print Forms to open the Print Forms window.
Refer to Figure 11.
e Application Form—Select to view or to print the Application Form
e Type A Drawing—Select to view or print Ditch Section Approach Road
e Type B Drawing—Select to view or print Curbed Highway with/without
Sidewalk Approach drawing
e Type C Drawing—Select to view or print Curved Highway Radius
Approach Road drawing
NOTE: Refer to the Appendices for illustrations of all of the above.
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Miscellaneous
Menu Item

Function/Description

Start MS Word

Select Miscellaneous | Start MS Word to access the letter creation

feature of CHAMPS. Refer to Figure 12.

e Existing Document—Select to open the Select Document to Open
window that lists existing letters.

e Template—Select to open the Create a Document or Preview a
Template window to create a new document or open a template.

e For Permit Specialist Signature—Select to display a list of letters to
generate for permit specialist signature.

e For District Manager Signature—Select to display a list of letters to
generate for district manager signature.

e For Region Manager Signature—Select to display a list of letters to
generate for region manager signature.

e For Tech. Serv. Mgr. Signature—Select to display a list of letters to
generate for technical services manager signature.

e Attachment to Letters—Select to display a list of available
attachments to letters.

NOTE: Refer to Section 8. CHAMPS Letter Function for more
information on generating letters from CHAMPS.,

Print Envelope

Select Miscellaneous | Print Envelope to print an envelope addressed to
the applicant.

Create Right of Way
E-mail

Select Miscellaneous | Create Right of Way E-mail to launch Microsoft
Outlook" and automatically create an e-mail request for Right of Way
Engineering research.

NOTE: Referto Creating Right of Way Alerts for more information on

Fee Estimator

| notifying Right of Way Engineering.

. Select Miscellaneous | Fee Estimator to open the Land Use ADT Fee
Estimator window for estimating average daily trips (ADT) and

i application/permit fees. Refer to Figure 13. See NOTE below about use of
! the estimator tool.

Figure 11. Print Forms Window

printForms ________ x|

—Select One

" Type & Drawing

" Type B Drawing
" Type C Drawing

Cloze |

T All other company or product names are the trademarks or registered trademarks of their respective owners.
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Figure 12. Miscellaneous Menu—Start MS Word

Il CHAMPS (TEST)
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NOTE: You may use the Land Use ADT Fee Estimator window to estimate the average
daily trips and corresponding fee without creating or accessing an application/permit record.
To use the estimator tool:

1.

2.

o No O

Select Miscellaneous | Fee Estimator to open the Land Use ADT Fee Estimator
window.

From the Land Use drop-down window, select the proposed land use that will be
supported by the access road.

Enter the Number of Units and tab to the Land Use ADT field. CHAMPS
automatically calculates and enters the Land Use ADT.

To enter an additional land use, right click and select Add or Insert from the menu.
A new row appears.

Repeat steps 2 through 4 until all land uses have been entered.

Click Calculate to calculate the total land use ADT, the full fee and the reduced fee.
Click Print to print the fee estimate to your designated printer.

Click Close to close the Land Use ADT Fee Estimator window.
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Figure 13. Miscellaneous Menu—Land Use ADT Fee Estimator

=
Land Use ADT Fee Estimator
Land Use Unit OF Measure Humber Of Units ADT Rate Land Use ADT

Total Land Usze ADT:I Full Fee:l Reduced Fee:l

Enter the land uze info and press the calculate button.

Calculate | Cloze | Print |

Land Use ADT Fee Schedule
Low ADT High ADT Full Fee Reduced Fee
| 1 [ 29 | 20000 [ =000
| an [ 99 | 0000 [ 20000
| 100 [ 593 | 1.00000 [ 400.00
| E00 | 2993 | 200000 | E00.00
| 3000 | 5993 | 2.000.00 | 1.200.00
| E000 | 9339 | 400000 | 1.500.00
| 10000 | 99393 | 500000 | 2.000.00

71512007 Oregon Department of Transportation Section 2, Page 19



Central Highway Approach/Maintenance Permit System (CHAMPS) User Guide v. 2.10

The Launch Menu

Some permit applications may require you to access reference data available outside of
CHAMPS on the ODOT or State of Oregon intranet, or on other Internet Web sites. Use the
Launch menu to activate Microsoft Internet Explorer’ and access these specific Web sites as
needed during the permit process. Refer to Figure 14 for an illustration of the Launch menu.

Figure 14. Launch Menu

B CHAMPS (TEST) =0 x|
File Edit Permit Tools Reports Miscellaneous | Launch Window Help
NEeEdHO SR L X | il Access Mgmt Internet
- Hwy Construction Stds 1
Ml Application/Permit for OBEC Consulting E OARs (Approach) |
- OARs {Utility)
Search |.f1'-.|:||:||||:at||:|n| F'r-:upert_l,ll Generall Suppl ODOT Intranet 1| I3
R Hwy Plan I
Appl I-:I:l 49335 ORS (Approach) A
Fermit ﬂﬂil Indenture Instructions and Procedures £
Caze Nn:l Standard Drawings {Frop
Highway: | | TransData (Mapping)
Township: | 22
TaxL t'l Crash Data
il Traffic Valume Tables
Const Plan Id: I Future Traffic Volumes
ADT:Ea | S CHAMPS Web Reporting Si
Inz. Pol. #: | Digital Video Log
———t
|Ready |5-18-06 14:53:13 o

NOTE: You must have Microsoft Internet Explorer installed on your computer to use the
Launch menu function.

You may use the Microsoft Internet Explorer tools to view the selected or other Web pages.
CHAMPS remains active in the background while you use Microsoft Internet Explorer.
When finished viewing the selected Web page(s), click the Close button in the upper right-
hand corner of the window to close Microsoft Internet Explorer and return to CHAMPS.

TIP! If you are unfamiliar with how Microsoft Internet Explorer works, select Help on the
Microsoft Internet Explorer menu bar in order to access the online help system for it.

T All other company or product names are the trademarks or registered trademarks of their respective owners.
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Table 7. Launch Menu Functions

Launch Menu ltem

Function/Description

Access Mgmt
Intranet

Select Launch | Access Mgmt Intranet to access the ODOT Access
Management home page.

Hwy Construction
Stds

Select Launch | Hwy Construction Stds to access the ODOT Specification
and Standards Web site.

OARs (Approach)

Select Launch | OARs (Approach) to access the Web page for Oregon
Administrative Rules, Division 50, Highway Approach Roads, Crossings,
Access Control, and Weight Restrictions.

OARS (Utility)

Select Launch | OARS (Utility) to access the Web page for Oregon
Administrative Rules, Division 55, Pole Lines, Buried Cables, Pipe Lines,
Signs, Miscellaneous Facilities and Miscellaneous Operation.

ODOT Intranet

Select Launch | ODOT Intranet to access the ODOT home page.

OR Hwy Plan

Select Launch | OR Hwy Plan to access the ODOT Oregon Highway Plan
home page.

ORS (Approach)

Select Launch | ORS (Approach) to access the Web page for Oregon
Revised Statutes, Chapter 374, Control of Access to Public Highways.

Indenture
Instructions

Select Launch | Indenture Instructions and Procedures to access a PDF
about Indentures.

Standard Drawings

Select Launch | Standard Drawings to access the standard drawing PDF
files on the ODOT intranet.

TransData (Mapping)

Select Launch | TransData to access the ODOT Transportation Data
Section home page.

USFS Select Launch | USFS to access the USDA Forest Service Web page with
information on National Forests in Oregon.
Crash Data Select Launch | Crash Data to access ODOT's intranet State Highway

Crash Reports Web site.

Traffic Volume

Select Launch | Traffic Volume Tables to access the ODOT

Tables Transportation Volume Tables Web page.

Future Traffic Select Launch | Future Traffic Volumes to access the Web site of the
Volumes ODOT Transportation Planning Analysis Unit.

CHAMPS Web Select Launch | CHAMPS Web Reporting to access the CHAMPS Online
Reporting Search & Reporting page on the Access Management intranet site.

Digital Video Log

Select Launch | Digital Video Log to access the Digital Video Log home
page on the ODOT intranet.

7/5/2007
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The Window Menu

The Window menu allows you to arrange the CHAMPS windows in a manner so that you
may easily access or view all open windows, as needed. Refer to Figure 15 below.

Figure 15. Window Menu

- “IEHE. | =lje)

Reports  Miscellaneous

Launch | Window Help

Select Cascade to arrange open

Select Tile Horizontal to arrange open QEEEdE < windows in an overlapping style.
indows in a horizontally-tiled style.

Select Tile Vertical to arrange open | Tile Vertical

windows in a vertically-tiled style.

Select Minimize All Windows to Minimize &ll Windows
reduce all open CHAMPS windows. Select Undo to undo the last window

= Tile Horizontal

Select Layer to arrange open

Laver < windows in a layered style

ease enter the yearforthe an

— >
u”d':' Cascade arrangement style you applied.

top of the open windows

g Select a window to bring it to the

1 Application/Permit for OBEC Consulting Engineers, Appl Mo, = 49
—> 2 Permits Issued for Year

3 Payment History Report

Betri

At the bottom of the Window menu appears a numbered list of open windows to allow you
to easily select and activate any window. The currently active window appears with a

checkmark before it.

Table 8. Window Menu Functions

Window Menu ltem

Function/Description

Cascade

Select Window | Cascade to arrange open windows in an overlapping style,
like offset note cards.

Tile Horizontal

Select Window | Tile Horizontal to arrange open windows in a horizontally-
tiled style, with each window displayed in its own space within the main
CHAMPS window.

Tile Vertical Select Window | Tile Vertical to arrange open windows in a vertically-tiled
style, with each window displayed in its own space within the main
CHAMPS window.

Layer Select Window | Layer to arrange open windows in a layered-style, one on

top of the other.

Minimize All Windows

Select Window | Minimize All Windows to reduce all open CHAMPS
windows to their minimum size.

Undo Select Window | Undo to undo the last window arrangement style you
applied to the open windows.
NOTE: This does not undo changes made to application/permit data.
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The Help Menu
Use the Help menu to access the on-line help documentation and the About CHAMPS
window. Refer to Figure 16 below for an illustration of the Help menu.

Figure 16. Help Menu

File Edit Permit Tools Reports Miscellaneous Launch Window IE
Select Help Topics to access the :
JJEI | 0 S B X |onine nelp files. — Help Topics F1

i = = = Select About to open the About About
Bl Application/Permit CHAMPS window. r

Search |.-'-‘-.|:||:|Ii|:ati|:|n| F'n:upert_l,ll Generall Suppl Iteml Insurancefﬂnndl Spesification | Bz

| fionl 1d- I Eermit Snec | [ HET o

Table 9. Help Menu Functions

Help Menu Item Function/Description
Help Topics Select Help | Help Topics to access the online help documentation.
About Select Help | About to access the About CHAMPS window. Refer to

Figure 17 below.
NOTE: Click OK to close the About CHAMPS window.

Figure 17. About CHAMPS Window

x4
% CHAMPS.
Yerzion 2.1.0 Buld May. 17, 2006
Copyright 221939 ODOT
Click OK to close the About a [
CHAMPS window. - Ok I

The About CHAMPS window contains the application name, version number, copyright
message and CHAMPS icon.
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Exiting CHAMPS

You may close and exit the CHAMPS from any window. There are several different
methods that you may use to exit the system.

To exit from CHAMPS, you may:

e Select File | Exit CHAMPS from the menu bar, or

e Press ALT+F4, or

e Click the Exit CHAMPS icon on the toolbar, or

e Click the Close Window [X] button in the upper right hand corner of the CHAMPS window

All of the above actions result in CHAMPS closing.

If all data has been saved, CHAMPS immediately closes upon using one of the above
methods to exit CHAMPS. No warning appears to advise you CHAMPS is closing.

If any unsaved data exists, a warning message appears to allow you to save the data before
CHAMPS closes.

Figure 18. Exiting CHAMPS

=B
File Edit Permit Tools Reports Miscelaneous —Launch pesed _— - - A
New Application | 0| < Select the Exit CHAMPS icon on
Cpen Application Permit the toolbar to close CHAMPS.
Close [m] B3
Save Crl+s erall Suppl Iteml Insulancef’Enndl Speclhcahnnl F'rnwslnnl Inspectlnnl Nntesl Alertsl Fitidifia: Click the Close Window [X] button
to close CHAMPS.
Print... Ctrl+P
_r|r1 Permit Spec: I:ﬂz &pplicant Last Mame:
Import Document - - i i Applicant Compary:
Exit CHAMPS < Select File | Exit CHAMPS on the Prop Owner Last Mame:
menu bar to close CHAMPS. Const Plan Id:
Fange: Ending MF: R map no:
Sectian: Engineering Sta: R M File d:
Tawnszhip: Parmit Type: :i Devigtion: [ [
ADT: [EC I Stopping Distance [left): EQ I Stopping Distance [right): IEQ I
Inz. Pal. #: Appl Date (from); 0040040000 [through: [00./00/0000 Woided: [Exclude Voids
Project: [ [ 1 | Search I Reset |
¢I Reason
Appl  Pemmit Permit for Permit Application
1D Mumber Office County Hwy MilePoint  Applicant Type Request Status Specialist Date Property Owne
1| | i
[1-30-04 3:54:34
|F|eady 4
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Section 3. Online Search and Reporting

This section provides information on the following:

Background
Accessing CHAMPS Online Search & Reporting

Using the Online Search and Reporting Tool
CHAMPS Search Window

CHAMPS Reports Window

Display Graphical Reports
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Background

The CHAMPS Online Search and Reporting function provides a method for individuals
other than permit specialists to access application and permit information from CHAMPS
using an intranet-based tool. Anyone with access to the ODOT intranet may access this tool
to search for and display data from CHAMPS records, generate specific CHAMPS reports
or display graphical reports of application processing performance data.

Accessing CHAMPS Online Search & Reporting

There are two ways to access the CHAMPS Online Search & Reporting (OSR) page on the
ODOT intranet. For those individuals with access to CHAMPS, they may access it directly
from within the CHAMPS application. For those without CHAMPS access, they may
access it from the ODOT intranet.

To access the OSR page from within CHAMPS, select Launch | Web Reporting Tool.
The CHAMPS OSR page appears. See Figure 19 below.

To access the OSR page from the ODOT intranet:

Step Action Results/Comments

1. | Gotothe ODOT intranet home page at
http://intranet.odot.state.or.us/home.

2. From the Topic search field, select The ODOT Access Management home
Topics A-I then Access Management. : page appears.

3. Select Links from the menu. Click The Links page appears.
Oregon. Look for Websites.

4. Select CHAMPS Online Search and  The CHAMPS OSR page appears. See
Reporting. Figure 19 below.
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Figure 19. CHAMPS Online Search & Reporting Page

3 CHAMPS Online Search & Reporting - Microsoft Internet Explorer -0l x|
File Edit Wew Favorites Tools Help | i ,’
Y e e - = A -
@Bar_k - -\) - |ﬂ @ L;j | ijEard1 . Favorites ﬁ‘}‘ ST < ﬂ
Address I@hl http:/fintranet.odot.state. or .us/cf fchamps findex. cfm j EJGo |Links > ‘@ -
F-YAdobe - Y_’ - é?vl j Search Web |vlv i | CImal = Q5 My Yahoo!
Home | 0D OT search il
CHAMPS Online Search & Reporting
Welcome to the CHAMPS Menu
How to use the CHAMPS Web Access
CHAMPS Search Screen
CHAMPS Report Screen .
Display Graphical Reporis:
Region Level District Level
a |_’|_I
&] Done l_l_l_lﬂ Trusted sites 4

From the CHAMPS OSR page, you may:

Review how to use the CHAMPS online search and reporting tool

Access the CHAMPS Search window to search for CHAMPS records
Access the CHAMPS Report window to generate specific CHAMPS reports
Display graphical reports of application processing performance data
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Using the Online Search and Reporting Tool

For instructions on how to use CHAMPS OSR, select How to use the CHAMPS Web
Access on the CHAMPS OSR page. The OSR help page appears. Refer to Figure 20 below.

Figure 20. Online Search & Reporting Help Page

a How to Use the Oregon Department of Transportation - Microsoft Internet Ex — | Ellll
Eile Edit Wew Favorites Tools Help ‘ f,"

= A @ L 3 o} = .
eﬂack - \J \ﬂ |EL| (| £ Search ‘:.f\.;’ Favorites €3| =" ﬁ
Address I:E[ http:/fintranet.odot. state. or us/Cf/Champs [CHAMPS_Report_Instr.him j Go |Lir1ks = '@ -
FAdobe - Y_’ - é,?'l || search web |~ |2~ @~ | =3 Mail | - | G5 My Yahoo! »»

Y

CHAMPS Online Search & Reporting (OSR)

System (CHAMPS) Web Access

Features

» CHAMPS Search Screen
« CHAMPS Report Screen
« Display Graphical Reporis

Also included for your use are:
« (Glossary
» Status Definition

« Standard Reports Definitions

Use your browsers Back button or CHAMPS Menu Link at bottom of page to return to the
Home page.

Digital Video Log
You may use the Digital Video Log to view a section of highway that you are interested in.
How to Use the CHAMPS Search Screen

The CHAMFEPS Search Screen allows unique search criteria for researching individual or
groups of application/permits. =l

On the help page, you will find:
e [nformation on the CHAMPS Search window

e Information on the CHAMPS Report window
e Information on displaying the graphical reports
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e A chart with descriptions of the standard CHAMPS reports available on OSR
e A glossary of useful terms
e A chart of the permit/application status definitions

If you still have questions after reviewing the help page, contact the Access Management

Program Unit by e-mail at Marcus.A.Berlin@odot.state.or.us or by phone at 503-986-
3914,
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CHAMPS Search Window

The CHAMPS Search window allows unique search criteria for researching individual or
groups of applications/permits. You may select multiple criteria for a search. However,
selection of conflicting search criteria will result in no records being found. For example, if
you select Region 1 and District 3, no records will be located because this is an invalid

combination.

Figure 21. CHAMPS Search Window

£} CHAMPS Search - Microsoft Internet Explorer

File Edit Vew Favorites Tools Help

=101
@

eﬁad‘ - .Q . \ﬂ Ig \__;j | /__\.l Search {\L(‘ Favorites €3-| [_:' u:\; d ﬂ

Address I@ http:ffintranet.odot. state. or. us fcf{champs index. cim?fuseaction =search j Go |Links L @ -
F-YAdobe - Y_’ - 6_2v| j Search Web Ivlv B~ | I Mail ~ i My Yahoo! 53

0D OT

s

Welcome to CHAMPS Search Window

1) Please specifyv the selection criteria.

Application Id:l

CHAMPS Search

Region: I_;I

Applicant Last Name: |

District:l 'I

Company Name:l

Application Status:l =l
Highway Na.: I—;,
Begin MP: I— (999.99)
Fublic/Private: I_;,
HWY Class:

Reason for Request:

[

Deviation jwith-w/z):

Deviation(type}:l vl

Froject Related:l j

Highway Name:l

End MF':I (999.99)
Urban.-’RuraI:I "I

Complete Access
Control jwith-wiz):

Status Begin Date:l (mmiddiyyyy)
Received Begin Date:l (mmidd/yyyy)
Created Begin Date:l (mm/dd/yyyy)

i

4]

HWY SubClass: | =~
ADT: I vI
Other Reasonable Access I—_[
{with-w/o):

j Fees Waived (with-wic): j |

Status End Date: I (mmdddfyryyy)
Received End Date: I (mmiddfyyyy)
Created End Date: I (mm/ddfyyyy)

Submit

Reset | =
el

I_I_I_lﬂ Trusted sites 4
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How to Use the Online Search Function
To search for specific application/permit records using the online search function:

Step

Action

Results/Comments

1.

From the Online Search & Reporting
page, select CHAMPS Search Screen.

The CHAMPS Search window appears.
See Figure 21 above.

2. Enter the application/permit selection  Refer to Table 10 for a description of the
criteria. available search criteria.

3. Click Submit. The CHAMPS Search Results Display
window appears if more than one
application/permit record meets the search
criteria. See Figure 22 below.

NOTE: Set your printer to landscape mode
before printing this report.

If only one application/permit record meets
the search criteria, the CHAMPS
Application Detail Report window
appears. See Figure 23 below.

4.  To view the complete record of an The CHAMPS Application Detail Report
application/permit displayed on the window appears for the selected record.
CHAMPS Search Results Display See Figure 23 below.
window, double click on its application
ID.

5. Click Back on your browser toolbar to
return to the CHAMPS Search window.

6. Click Reset to clear all search criteria
previously selected on the CHAMPS
Search window.

7. | Click CHAMPS Menu at the bottom of
the window to return to the Online
Search & Reporting page.

71512007 Oregon Department of Transportation Section 3, Page 31




Central Highway Approach/Maintenance Permit System (CHAMPS) User Guide v. 2.10

Table 10. Online CHAMPS Search Criteria

Field Description

Application Id Enter the application/permit number.
Region Select the region from the drop-down menu.
Applicant Last Enter the last name of the applicant.

Name

District Select the district from the drop-down menu.

Company Name

Enter the company name of the applicant.

Deviation (type)

Select the deviation type from the drop-down menu: None, Major or Minor.
Refers to CHAMPS 2.0 release.

Application Status

Select the application/permit status from the drop-down menu.

Project Related

Select whether application/permit is project related or not from the drop-
down menu.

Highway No. Select the state highway number from the drop-down menu.

Highway Name Select the state highway from the drop-down menu.

Begin MP Enter the beginning mile point.

End MP Enter the ending mile point.

Public/Private Select Public or Private accordingly to reflect ownership of the approach.
Urban/Rural Select Urban or Rural accordingly to reflect the nature of the population.
HWY Class Select from the drop down menu: Statewide, Regional or District.

HWY SubClass

Select from the drop down menu: Expressway, Frontage/Service Roads or
Other.

Reason for Reqguest

Select the reason for the permit request from the drop-down menu.

ADT

Select the average daily trips from the drop-down menu.

Deviation (with-w/o)

Select accordingly from the drop-down menu whether application/permit is
with or without deviation. Refers to CHAMPS 2.1 release.

Other Reasonable
Access (with-w/0)

Select accordingly from the drop-down menu to reflect whether there is
other reasonable access to the property.

Complete Access
Control (with-w/0)

Select accordingly from the drop-down menu whether application/permit is
with or without complete access control.

Fees Waived (with-
w/o)

Select accordingly from the drop-down menu whether application/permit
has fees waived or not.

Status Begin Date

Enter the starting date for the selected status. Format is MM/DD/YYYY.

Status End Date

Enter the ending date for the selected status. Format is MM/DD/YYYY.

Received Begin
Date

Enter the starting date ODOT received the new permit application. Format
is MM/DD/YYYY.

Received End Date

Enter the ending date ODOT received the new permit application. Format
is MM/DD/YYYY.

Created Begin Date

Enter the starting date ODOT created the application/permit record. Format
is MM/DD/YYYY.

Created End Date

Enter the ending date ODOT created the application/permit record. Format
is MM/DD/YYYY.

7/5/2007
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Figure 22. CHAMPS Search Results Display Window

} CHAMPS Search Results - Microsoft Internet Explorer - (o] x|
File Edit View Favorites Tools Help | zl\

@Bad{va @ @ \J_b|p5eard’1 *Fa\rorih&s @|D}2v.‘;vﬁ
Address I@http:Hlnh'anet.odot.siahe.or.usfcffﬁampsﬁndex.cfm j Go |Links »|@ -
FAdobe - Y_’ - £v|a"_ﬁ1e_king's_men leeardw Web |v|v & | CIMail ~ My Yahoo! E3) Answers ~ gy Games + $b Music ~ >

=]
Home | Search

0D OT
CHAMPS Search Results

Welcome to the CHAMPS Search Results Display

The selection criteria for this report are:

District: 13

Created Begin Date: 01/01/2006 Created End Date: 05/18/2006

Please set your printer to Landscape mode before printing this report.

‘Appl 1D ‘Status [S):Lus ‘HighwayI Number and Name :;ﬂ:ﬁ“ Applicant Name ‘Applicant Company ADT ‘Deviation Project
;e | Deemed 0432006 010 Wallowa Lake 4641 |Timothy Barton Wallowa Assembly of || 936 | None
Complete N God
51 | Deemed 0432006 (010 Wallowa Lake 4643 |Timothy Barton Wallowa Assembly of || 936 | None
Complete - God
5404 | Aprvd{use) |02/27/2006 |071 Whitney 50.83 |City of Baker City 0 [None :(;gzﬁ
| e . N i e Citv Key #
3403 Aprvd (use) |02/27/2006 |071 Whitney 30.83 |City of Baker City 0 |None 10520
3406 Aprvd (use) |02/27/2006 (071 Whitney 30.73 |City of Baker City City of Baker City 0 |None :%’520
5487 | Pending |03/06°2006 |012 Baker-Copperfield 030 |/ames & Debra Parkway Cafe 13 [None i
= 2 o PP 7 | DeMastus ¥ -
‘ 3336 ‘ P.re_ . ‘03.-"29.-"20’06 ‘066 La Grande-Baker ‘ 0.00 |John Dollar (Glass Doctor 0 |None
Application
‘ 3664 ‘ . P.re—. 03/04/2006 ‘012 Baker-Copperfield ‘ 0.00 |Dave Adams ‘ 0 |None
Application
8 ltems -
4] I
@ Done l_ l_ ’_ @ Trusted sites v
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Figure 23. CHAMPS Application Detail Report Window

<} CHAMPS Application Detail Report - Microsoft Internet Explorer

File Edit View Favorites Toolzs Help

=10/ x|
| .'lf

eEack - Q - |ﬂ @ L;:l | /:__j Search \L..:i"( Favarites €3| [_:v Sﬁ - ﬁ

Address I@ htlp:fﬁnt’anet.udut.state.u:ur.us,"u:f,."d‘uampsﬁndex.u:Fm?fuseactiu:un=Applicaﬁu:unDetaij Go | Links **

& -

0D

FYAdobe - Y_r - ﬁvlall_ﬂne_ldng's_men || search web |v|v B~ | I Mail ~ i My Yahoo! 3

-

T Search

Welcome to the CHAMPS Application Detail Report

Produced on 05/19/2006 At 11:30 AM

Appl ID: 5406
County: Baker
Region: 5
Office: LaGrande
Highway: 071 Whitney
Route: ORET
Engineering Station: 0+104
ODOT Rep:Don Smith
Applicant: City of Baker City
Address 1: 1655 1st
City 5t Zip: Baker City , OR 97814
Reason for Regst: Inventory Exist
RW Map No.:6B-2-21
Spec. Comp. Date:
Deviation: Mone
Public/Private: Public
Highway Class:
Other Reas. Access:

Approach will Serve:
Land Use:Public Approach
Number of Units: 0000

CHAMPS Application Detail Report

Appl Status: Apred (use)
Status Date: 02/27/2006
District: 13

MilePoint: 50.73

Project: Key #10520
Company: City of Baker City
Address 2:

Country: USA

ADT:
Received Date: 02/03/2006
Fee Amt: 50.00

Urban/Rural: Rural
Hwy SubClass: Mane
Create Date: 02/03/2006

Unit OF Measure: ADT
Land Use ADT: 9570000
Total Land Use ADT: 957

il

I_ ’_ ’_ [ Trusted sites 4
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CHAMPS Reports Window

The CHAMPS Reports window allows for quick generation of specific reports with the
option of specifying multiple criteria for a report. However, selection of conflicting report
criteria will result in no records being displayed. For example, if you select Region 1 and
District 3, no records will be located because this is an invalid combination.

Figure 24. CHAMPS Reports Window

=} CHAMPS Reports - Microsoft Internet Explorer O] =]
File Edit Wiew Favorites Tools Help | ﬂ'
- B = 5 ; =
- &Y - ) <5 ; ’ o e .iﬁ
Gﬁack > \ﬂ @ __ﬂ ‘ ’ Search & ¢ Favorites {_3 =
Address I@I http:/fintranet.odot.state, or . us/cffchamps index, cfm?fuseaction =Repaort j Go ‘Links » @ -

FIAdobe - Y_, - £—|all_ﬂ1e_ldng's_men || search web I-Iv &l | A Mail ~ G My Yahoo! E Answers - ¥

[Home oODOT = pwm r
CHAMPS Reports

Welcome to the CHAMPS Report Window

1) Please specify the report you wish displayed:

" Permitting Metrics Report Status Timeline Detail Report

Supplemental ltems Report Deviations With Other Reasonable Access Report
Murmber Of Driveways Closed Report Applications by Complexity Repart
Applications With a Specific Status Report Total Applications Report
Inspections Report Insurance Report
Bond Report Custom Provisions Report
Application Motes Report Complete Access Contral Report

Specified Completion Date Report Applications Received Summary Report

Decisions Made Summary Report Received, Approved, Canceled, Denied Summary Report

DD 0000000
D0 00000000

Deemed Complete Metrics Repart Decision Metrics Report

1) Please specify the selection criteria for the report.

Application Id: I Reginn:l vl
Applicant Last Name:l District:l vl
Company Name:l Deviation(type}:l vl

Application Status:l j Project Related:l j

Highway Mo.: Highway Name:l

Begin MP:l (999.99) End MP:l (999.99)
Public/Private: I 'I Urban/Rural: I 'I _Ij
»

4| |
|@ I_ ’_ ’_ |0 Trusted sites &

How to Use the Online Report Function
To view an available report:

| Step Action Results/Comments
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Step Action

Results/Comments

1. From the Online Search & Reporting
page, select CHAMPS Report Screen.

The CHAMPS Report window appears.
See Figure 24 above.

2. :0Onthe CHAMPS Report window,
select the desired report.

Refer to Table 11 for an alphabetical
listing and description of the available
reports.

3. Enter the applicable report criteria.

Non-applicable criteria will be grayed-out
and unavailable for selection. Refer to
Table 12 for a description of the available

report criteria.

4. Click Submit.

NOTE: If required information is missing,
a message appears. Click OK to close the
message, enter the additional required
information and click Submit again.

The report window appears displaying all
application/permit records that meet the
specified report criteria. See Figure 25
below for an example.

NOTE: Set your printer to landscape mode
before printing this report.

5. To view the complete record of an
application/permit displayed on the
report, double click on its application

ID.

The CHAMPS Application Detail Report
window appears for the selected record.
See Figure 26 below.

6.  Click Back on your browser toolbar to
return to the CHAMPS Report window.

7. Click Reset to clear all search criteria
previously selected on the CHAMPS
Report window.

8. Click CHAMPS Menu at the bottom of
the window to return to the Online
Search & Reporting page.

Table 11. Available CHAMPS Online Reports

Report Title Description

Application Notes Lists the notes for the specified application/permit record.

Application with Lists the application/permit records with a specified status within a specified
Specific Status Region or District separated by population types (urban or rural), separated

by highway subclass code, and separated by deviations within a specified

create date range.

Applications by Lists the application/permit records with a specified status within a specified
Complexity Region or District separated by population types (urban or rural), separated

by deviations, political types (public/private), with or without reasonable
access within a specified create date range.
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Report Title

Description

Applications
Received Summary

Summary lists of the numbers of applications received within a specific
create date range.

Bond

Lists all of the application/permit records associated with the specified bond
number.

Complete Access
Control

Lists all of the application/permit records where Right-of-Way Research has
determined no access rights currently exist for the subject property within a
specified create date range. This report may be further sorted by region or
district.

Custom Provisions

Lists the custom provisions for the specified application/permit record.

Decision Metrics

Lists the number of application/permit records with decisions made on
within target, outside target and greater than 60 days with no decision.

Decisions Made
Summary

Lists the number of applications/permit records reaching a decision within
the specified creates date criteria by districts.

Deemed Complete
Metrics

Lists the number of application/permit records reaching a deemed complete
status within the target and outside of target for the specified create date
criteria sorted by districts. Additionally this report lists the number of
application/permit records exceeding 30 days without reaching a deemed
complete status.

NOTE: Double click on the number of records detail exceeding 30 days to
view a list of individual application/permit records. Double-click on the Appl
Id number to view the detail report for the application record.

Deviations with
Other Reasonable
Access

Lists the applications with other reasonable access within a specified region
or district separated by population types (urban or rural) within a specified
create date range.

Inspections Lists the inspection notes for the specified application/permit record.

Insurance Lists all of the application/permit records associated with the specified
insurance policy number.

Number of Lists the application/permit records where driveways have been eliminated

Driveways Closed

within a specified region or district, separated by population types (urban or

. rural) within a specified create date range.

Permitting Metrics

- Lists the number of application/permit records created, the number

- applications/records received, the number of applications deemed complete
- with the target and beyond the target dates, the number of decisions made
- within and beyond the target dates and the percentage of decisions made

. within the target dates.

Received, Summary lists of the numbers of applications received, applications
Approved, approved to construct, applications approved to use, applications denied
Canceled, Denied and applications canceled within a specific create date range.

Summary

Specified Lists the specified completion date, status and reason for request for the

Completion Date

specified application/permit record.

Status Timeline
Detail

Detailed report listing an individual application/permit record by milestone
dates.

NOTE: The application/permit record must have been Accepted to view
with this report. Multiple rows of data are an indication that the
application/permit record has been accepted multiple times. Double-click on
the Appl Id number to view the detail report for the application record.

Supplemental ltems

Lists the application/permit records with a specified supplemental item type
within a specified region or district within a specified create date range.

7/5/2007
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Report Title Description

Total Applications Lists the application/permit records within a specified create date range.
This report allows further sorting by application status, whether the
application/permit records are ODOT construction project related, urban or
rural, with or without a deviation, by highway sub-classification and whether
or not the fees have been waived.
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Table 12. Online Reports Search Criteria

Field Description

Application Id Enter the application/permit number.
Region Select the region from the drop-down menu.
Applicant Last Enter the last name of the applicant.

Name

District Select the district from the drop-down menu.

Company Name

Enter the company name of the applicant.

Deviation (type)

Select the deviation type from the drop-down menu: None, Major or
Minor. Refers to CHAMPS 2.0 release.

Application Status

Select the application/permit status from the drop-down menu.

Project Related

Select whether application/permit is project related or not from the drop-
down menu.

Highway No. Select the state highway number from the drop-down menu.
Highway Name Select the state highway from the drop-down menu.

Begin MP Enter the beginning mile point.

End MP Enter the ending mile point.

Public/Private

Select Public or Private accordingly to reflect ownership of the
approach.

Urban/Rural

Select Urban or Rural accordingly to reflect the nature of the population.

HWY Class

Select from the drop down menu: Statewide, Regional or District.

HWY SubClass

Select from the drop down menu: Expressway, Frontage/Service Roads
or Other.

Reason for Request

Select the reason for the permit request from the drop-down menu.

ADT

Select the average daily trips from the drop-down menu.

Deviation (with-w/o)

Select accordingly from the drop-down menu whether application/permit
is with or without deviation. Refers to CHAMPS 2.1 release.

Other Reasonable
Access (with-w/0)

Select accordingly from the drop-down menu to reflect whether there is
other reasonable access to the property.

Complete Access
Control (with-w/o)

Select accordingly from the drop-down menu whether application/permit
is with or without complete access control.

Fees Waived (with-
w/0)

Select accordingly from the drop-down menu whether application/permit
has fees waived or not.

Status Begin Date

Enter the starting date for the selected status. Format is MM/DD/YYYY.

Status End Date

Enter the ending date for the selected status. Format is MM/DD/YYYY.

Received Begin
Date

Enter the starting date ODOT received the new permit application.
Format is MM/DD/YYYY.

Received End Date

Enter the ending date ODOT received the new permit application.
Format is MM/DD/YYYY.

Created Begin Date

Enter the starting date ODOT created the application/permit record.
Format is MM/DD/YYYY.

Created End Date

Enter the ending date ODOT created the application/permit record.
Format is MM/DD/YYYY.

Supplemental Item
Type

Select the supplemental item type from the drop-down menu.

Insurance Policy
No.

Enter the insurance policy number.

Bond Number

Enter the bond number.

7/5/2007
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Figure 25. Sample CHAMPS Report

7} Applications With a Specific Status Report - Microsoft Internet Ex 10| x|

File Edit WView Favorites Tools Help |'.."
P = e : =T »

@Eack - Q - |ﬂ @ \-_;j |f2'5eard1 % Favorites @ E;_r__{" =

Address I@ http: ffintranet.odot. state.or.us/cfichampsfindex. cfm j Go |Links ** @ -

FYAdobe - Y‘r - {ﬁvlﬂ"_ﬁ'l&_kjl’lgls_men j Search Web |~rl~r @Iv | C=Mail ~ »»

e

Home | 0D OT r
Applications With a Specific Status Report

Welcome to the CHAMPS Applications With a Status of Deemed Complete Report.
Produced on 05/19/2006 At 11:41 AM

The selection criteria for this report are:

From Date: 01/01/2006

To Date: 0511572006

Region:

District: 05
With Deviations:

region vt |0 e "

|2 |UE |M |Deemed Complete
|2 |UE |m |Deemed Complete
|2 |UE |M |Deemed Complete
|2 |UE |% |Deemed Complete
|2 |UE |M |Deemed Complete |
|2 |UE |M |Deemed Complete
|2 |II]5 |M |Deemed Complete
|2 |II]5 |@ |Deemed Complete
|2 |UE |M |Deemed Complete

|Number of ltemns: 9 -
4| | o

|&] Done I_ l_ l_ @) Trusted sites A
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Figure 26. CHAMPS Application Detail Report Window

2 CHAMPS Application Detail Report - Microsoft Internet Explorer i [m] 4

File Edit Vew Favorites Tools Help | -"f
- EY - : @ JL - A2 2 - ﬁ

@ Back \) |ﬂ @ M:j | 7 Search WFavcrltes €3' [\‘ =

Address I@ hth:u:fﬂnh'anet.ndu:ut.state.u:ur.usfcffd‘uampsﬁndex.u:Fm?ﬁ.lseactiu:un=A|:u|:u|icaﬁu:unDetaiI<'j o |Lir1k5 » @ -

FAdobe - Y" - ﬁ.lall_ﬂﬁe_king's_men j Search Web |v|- @v | E=d Mail - @My Yahoo! bl

Home | 0D OT

ry

Welcome to the CHAMPS Application Detail Report

Produced on 051972006 At 11:43 AM

Appl ID: 5557
County: Lane
Region: 2
Office: Springfield
Highway: 015 MckKenzie
Route: ORE126
Engineering Station: 319+13
ODOT Rep: Michael Wilbur
Applicant: Susan Bryant
Address 1: 6585 Main Street
City St Zip: Springfield , OR 97478
Reason for Reqgst: Improvement
RW Map No.:8B-35-10
Spec. Comp. Date:
Deviation: Maone
Public/Private:
Highway Class: Statewide
Other Reas. Access:

Approach will Serve:
Land Use: Residential
Number of Units: 1.0000

4]

CHAMP 8 Application Detail Report

Appl Status: Deemed Complete
Status Date: 05/15/2006
District: 05 —

MilePoint: 717

Project:
Company: Oak Haven AFH
Address 2:
Country: USA
ADT:
Received Date: 03/29/2006
Fee Amt:50.00

Urban/Rural: Urban
Hwy SubClass: None
Create Date: 03/29/2006

Unit OF Measure: DL
Land Use ADT:5.1500

Total Land Use ADT:8.15 -
| 3

|@ Done

I_ I_ I_ /@ Trusted sites &

7/5/2007

Oregon Department of Transportation

Section 3, Page 41



Central Highway Approach/Maintenance Permit System (CHAMPS) User Guide v. 2.10

Display Graphical Reports
You may view the graphical reports on a region or district level for a specific month. The
reports provide a snapshot of performance as of a specific date, as noted.

How to Display Graphical Reports

To display the graphical reports:
Step | Action Results/Comments

1. From the Online Search & Reporting The corresponding graphical report
page, select one of the reports listed appears. See Figure 29 below. Refer to
under Region Level or District Level. : Table 13 and Table 14 for report metric
Refer to Figure 27 and Figure 28 below. : definitions.

2. Click Back on your browser toolbar or
CHAMPS Menu at the bottom of the
window to return to the Online Search
& Reporting window.
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Figure 27. Display Graphical Reports with Region Level Data

<} CHAMPS Online Search & Reporting - Microsoft Internet Explorer -0 =|
File Edit Wiew Favorites Tools Help | : ,'
Qs © - 1) 1B) (] Dsene oo @) 23 2 3~

Address I@ http: ffintranet. odot. state. or.usfcffchamps findex.cfm j Go | Links ** @ -

IdAdobe - W T - &-|al_the kings men = | Search Web |vlv #i~ | Imail ~ Dmyvahoo!

| Home | 0D OT searcn Il
CHAMPS Online Search & Reporting

Welcome to the CHAMPS Menu

How to use the CHAMPS Web Access

CHAMPS Search Screen

CHAMPS Report Screen

Display Graphical Reports:

Region Level District Level

o April 2006 Deemed-Complete-Metrics

April 2006 Decision-Metrics i
March 2006 Deemed-Complete-Metrics

March 2006 Decision-Metrics

February 2006 Deemed-Complete-Metrics
February 2006 Decision-Metrics pptember 1, 2003

January 2006 Deemed-Complete-Metrics L =
January 2006 Decision-Metrics

December 2005 Deemed-Complete-Metrics

December 2005 Decision-Metrics ~lE ~ Salem OR 97301-3871
d |L|_I
&] l_f_l_lﬁ Trusted sites v
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Figure 28. Display Graphical Reports with District Level Data

<} CHAMPS Online Search & Reporting - Microsoft Internet Explorer =10l =]
File Edit Wiew Favorites Tools Help | : ,'
Qs © - ¥[8 | s Joronm @[ (2 L -1

Address |€] http:/fintranet.odot.state..or.us/cfchamps/index.cfm | EJso |Links | &y -
IdAdobe - W T - &-|al_the kings men = | Search Web |vlv #i~ | Imail ~ Dmyvahoo!
| Home | 0ODOT search Il

CHAMPS Online Search & Reporting
Welcome to the CHAMPS Menu

How to use the CHAMPS Web Access

CHAMPS Search Screen

CHAMPS Report Screen

Display Graphical Reports:

Region Level District Level
April 2006 Deemed-Complete-Metrics j | j

Other links of interast: April 2006 Deemed-Complete-Metrics

April 2006 Decision-Metrics i
March 2006 Deemed-Complete-Metrics

March 2006 Decision-Metrics

, February 2006 Deemed-Complete-Metrics
Version 1.0.0 Se|Fgpryany 2006 Decision-Metrics

{January 2006 Deemed-Complete-Metrics =
January 2006 Decision-Metrics
December 2005 Deemed-Complete-Metrics —

Digital Video Log

ODOT ~ 355 Capitol 5t. N|December 2005 Decision-Metrics -
d |L|_I
&] l_f_l_lﬁ Trusted sites v
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Figure 29. Sample Graphical Report
8 April 2006 Deemed-Complete-Metrics Region-Level - Microsoft Internet - |I:I|5|

File Edit View Favorites Tools Help | f,"

eElack - \,_,.) - |£| |EL| __I\J /_N]Search k;:f Favarites €3| = E - ﬁ
Address Iﬂj http:fﬁnh’anet.odut.state.u:nr.us,."cf,."u:l'uam|:|sfgraphszeginn_LeueleDDE-D4-3E|_I2j Go |Links * @ Al

FYAdobe - YT - &-|al_the kings men = Search web |vlv - | = mal ~ Ty vahoot »

F

(Home | 0ODOT oarch |l
April 2006 Deemed-Complete-Metrics Region-Level

Produced on 05/08/2006 At 07:33 AM
The selection criteria for this report is:
From Date: 01/01/2003

To Date: 04/30/2006

I:] Within Target - Cutzide Target - Accepted = 30 no further action
244 5 - :
183 1

th

=

2

®

2 —

=

=3

<122 1 T

5

g

=]

5

a : L i
1 4 5
4| c | ]
] Done I_ I_ I_ @ Trusted sites -
Table 13. Decision Metrics Report Definitions
Decision Metric Description
Within Target A decision was made within 60 days of the accepted date or
deemed complete date (whichever is greater).

Outside Target The decision was made more than 60 days after being
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Decision Metric

Description

accepted or deemed complete (whichever is greater).

> 60 no further action

The last action (accepted or deemed complete) was more
than 60 days ago, but no further action (deemed complete or
decision) has been taken.

Table 14. Deemed Complete Metrics Report Definitions

Deemed Complete Metric

Description

Within Target

The next action (deemed complete or decision) was taken
within 30 days from application accepted.

Outside Target

The next action (deemed complete or decision) was taken
more than 30 days from application accepted.

Accepted > 30 no further action | The application was accepted more than 30 days before the

reporting period, but further action (deemed complete or
decision) has been taken.

7/5/2007
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Section 4. CHAMPS Search Function

This section provides information on the following:

e Searching for CHAMPS Records
e Searching for UPERMIT Records
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Searching for CHAMPS Records

Background

Using the search function within CHAMPS, you may search for an existing
application/permit within CHAMPS or for an existing permit within the legacy UPERMIT
system. You use similar processes to search for an application or permit whether it resides
in CHAMPS or UPERMIT.

NOTE: Refer to Section 3. Online Search and Reporting for information about the
online search capability that provides a method for individuals other than permit specialists
to access application and permit information from CHAMPS using an intranet-based tool.
Anyone with access to the ODOT intranet may access this tool to search for and display data
from CHAMPS records.

To search for an application or permit record within CHAMPS, you use the Search tab on
the Application/Permit window. Refer to Figure 30 below.

Figure 30. CHAMPS Search Tab
-0 x|

File Edit Permit Tools Reports Miscellaneous Launch Window Help

|DEED&EB L X | B

Application/Permit for Some Co., Appl No. = 5003, Dist Id. = 10, Highway = 001AZ = IEllll
Search |Applicati0n| Propertyl Generall Suppllteml Insurance.-"Bondl Specificationl Provisionl Inspectionl Notesl Alertsl Findingsl
Appl Id:l Permit Spec: I | Applicant Last Marne: | Application Status(es):
Permit Ho:l foicel 'I Applicant Company: | Pre-application *
Caze No:l LCounty: I VI Frop Owner Last Mame: | Application Accepted
. - ] Suppl. ltems R ted
nghway:l VI Beginning MP: I Ending MP: I SSEEI. “:mz H:aiﬁ\? &
Township:l Fiange: | Section: | Deemed Complete
Tax Lot:l Engineering Sta: I R map no: I B:Qi?: Eitrgﬂ.si::enswon_
Const Plan Id: | Fermit Type: | | Fifw File I | EUHSL E:GHS ;EEI_UESlEd
k.
a0n:fEa | Sight Distance left: Q| Sight Distance (rightt EQ | EEQ;_ Flons Aceapted
Iz, Pal. ﬂ:l Deviation: l: Fiegion: I vl BE?IEd | 4
Appl Dt [from}:J14703/2006 (throushl: [05713/2008 Enal, see
Project: | | | Search I Reset |
¢I Reason
Appl Permit For Permit Application
1D Mumber Dffice County Hwy MilePoint  Applicant Request Status Specialist Date Permit Descripl
| Diist. 10 Bend b arion 07z 714 [|Bollman Jim Improvement  [[Pending Eerlin, Marcus  |[04/13/2006
RO02 Ciist. 10 Bend b arion 07z 714 [[Bollman Jim Fending Eerlin, Marcus  |[04/14/2006
RO03 [Crist. 03 Salem Cooz 00142 12860 oe Applicant Mew approach [[Pending Underhil, Lary {[05/11/2006
e
4] |
|Ready 51906 115755 4

To complete a search, you may enter the application ID or permit number if known. If you
enter the application ID number or the permit number, the system attempts to retrieve that
record. If it is not found, a message appears to advise you of this. If found, the Application
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tab of the Application/Permit window appears displaying the selected record. Refer to
Figure 31 below.

On the Search tab, you may also search using other specified criteria that is pertinent to the
desired application/permit. You may enter one or more search criteria. If you enter multiple
criteria, the selected applications/permits must meet all criteria. The criteria you may use in
your search include:

Project

Highway (drop-down menu available to choose from)

Range

Section

Township

Average daily trips (ADT)

Insurance policy number

Permit specialist (drop-down menu available to choose from)
Office (drop-down menu available to choose from)

County (drop-down menu available to choose from)
Beginning or ending mile point

Engineering station

Permit type (drop-down menu available to choose from)
Sight distance, right and/or left (drop-down menu available to choose greater than [GT],
less than [LT] or equal to [EQ] the specified distance)
Application from/through date(s) (format is MM/DD/YYYY)
Applicant last name

Applicant company

Property owner last name

Construction plan ID

Right of Way map number or file ID

Deviation (drop-down menu available to choose from)
Voided permit applications (drop-down menu available to choose from)

If only one application/permit meets the entered criteria, then that application/permit appears
on the Application tab of the Application/Permit window. Refer to Figure 31 below.
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Figure 31. Application/Permit Application Tab
=10l x|

Fle Edit Permit Tools Reports Miscellaneous Launch Window Help

InEEO &6, X | B

Application/Permit for Some Co., Appl No. = 5003, Dist Id. = 10, Highway = 001AZ = |EI 1[

Search Application | F’ropertyl Generall Suppllteml Insurance/Bond Specificationl Provisionl Inspectionl Notesl Alertsl Findingsl

Applicant
Lagt Name| lﬁpplicant First M ame: poe
Company] |Some Co. Address Latter To: [Applicant |
Sheet Address: |‘I‘ID‘I I ain Mailing Address: Ip.o. box 10

City: |somecity State: |Dregon LI Copy Address | City: Isomeothercit}l State: IDregon vl
Zip: [12345- Country: IUSA Zip: I‘I 2345- Eountry:l

Phone: || 1 - FAX:I[ ] - eMaiI:l

Approach Location

Highway| |DD1AZ Phoenix Siphon Frontage Rd. j Route: I vl I Cooz vl
MPF: [12.50 Huwp Side: IL Mational Forest?: I iYes @ Na
Feason For Fequest: INew appraach ;I Existing Approach’?: I ies @ No l Resticted Use

Interest in &dj. Property?: | (T ves @ Na

Designated Agent
Last Mame: }ﬁgent First Mame: |D esignated

LCompany: |H ave Agency will Travel tailing Address: |

City: State: [{if{e Zip: Eountr_l,l:l

PP o PRI P e [T B T N o T | 1 ]

[ Local G
lwdtioon

Approach Will Serve

Land Use Unit of Measure Mumber of Unitzs  ADT Rate Land Use ADT Applld Land Use ID
Lodging (R ooms] LI Fooms B.O0 |6.2333 31.1700 B003 3634
Retail [Sq. Ft.] LI Sq. Ft. 1.000.00  |0.0471 47.1000 5003 3635
Fecreational [Acres) LI cres 5.00 [10.54E57 52,7300 5003 3636
Turmning Movements
|'7 All Movements r FRiight In r Fiight Olut r Left In r Left Ot Spec_id: 3954 Appl Id:l 5003
[Fieady i . i 51906 131545

If more than one application/permit meets the entered criteria, then a list of these appears in
the lower portion of the Search tab with the following data displayed for each
application/permit:

Application ID number
Permit number
Office

County

Highway

Mile point
Applicant name
Permit type

Reason for request
Status

Permit specialist
Application date
Property owner
Applicant company
e Project
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To sort the selected records in ascending or descending order within the column, either click
on a column heading or click Sort. If you click Sort, the Sort window appears. Refer to
Figure 32 below.

Figure 32. Sort Window

X
— Sart items by
|permit_appl_permit_nu:u ;I v fscending = Inzert |
|permit_app|_|:nty_|:d ;I ¥ Azcending Add
|-:u:um|:-ute_'| | ¥ ascending
: . Delete |
Ipermlt_appl_mp_ncu ;I ¥ Azcending
|permit_appl_hw_l,l_nn:- ;l v Azcending T
hd

0k, I Cancel | Help

To view the details of a selected record, double-click on a selected row and the Application
tab of the Application/Permit window appears for that record. Refer to Figure 31 above.

Refer to Section 5. The Application/Permit Window to find more information on the
Application/Permit window, the Application tab and entering/updating data on an existing
application/permit.

Refer to Section 6. Application and Permit Processing to find more information on how
to create a new application, clone an existing application or permit, amend an issued permit
or issue a permit.

NOTE: The Application tab of the Application/Permit window provides general
information about the applicant and permit application. The data it captures closely follows
the Application for State Highway Approach completed by the applicant. Refer to
Appendix A. Application for State Highway Approach for an illustration of this form.
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How to Search for Existing CHAMPS Applications/Permits
To search for an existing application or permit vvjthin CHAMPS:

Step Action Results/Comments
1.  Select Permit | Open Application from : The Application/Permit window appears
the menu bar. with the Search tab on top.
2. | Enter your search criteria. If you enter two or more search criteria,

the system searches for applications/
permits that meet all of the entered search
criteria.

3. Click Search to initiate the search. The system searches for all records that
meet all of the entered search criteria, and
displays the selected records on the lower
portion of the Search tab. If only one
record meets the entered search criteria,
the Application tab (of the
Application/Permit window) automatically
appears displaying the selected
application/permit.

NOTE: The maximum number of files the
system will return is 1000. If your search
results in more than 1000 files being
selected, a message appears advising you
to refine your search to select fewer than

1000 files.
4. To sort the search results: Use the sort function to refine your search
e Click Sort. The Sort window results, displaying fields in order of
appears. Refer to Figure 32. preference and in ascending or descending
e Select one or more fields by order. Refine your search by adding,
which to sort the report. deleting or inserting additional sort criteria.

e Click OK. The Sort window
closes and the search results
appear in the revised sort order.

5. Toinitiate another search on the Search : When you click Reset, the system clears
tab, click Reset, and repeat steps 2 and - all of the fields on the Search tab to
3 prepare for a new search.

6. |Toselect arecord from the listonthe | The Application tab (of the Application/
Search tab, double-click on the desired |Permit window) appears displaying the
application/permit. selected application or permit.

To search for a permit data within the historical UPERMIT system, refer to Searching for
UPERMIT Records for more information.

To create a new permit application within CHAMPS, refer to Section 6. Application and
Permit Processing for more information.
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Searching for UPERMIT Records

Background

You may search for existing permit data from the historical UPERMIT system. To search
for permit data within UPERMIT, you use the Search tab on the UPERMIT window. Refer
to Figure 33 below. It operates in a similar manner as the search function for CHAMPS.
Remember, however, you may only view the UPERMIT data. You cannot update or copy it.

NOTE: The historical UPERMIT system captured information on approved permits only.
Therefore, it does not contain information on permit applications or denied permits from
prior to the implementation of CHAMPS.

Figure 33. UPERMIT Search Tab
=10l x|

File Edit Permit Tools Reports Miscellaneous Launch Window Help

| O S8k 7 X | ¥

Il UPERMIT (Historical Data) ] 54
Search | Generall
Permit Mo I Permit Type: I.-’-‘«pproac:h vI Mame Containing: I
Dighrict: I vl Special Permit Type : I vI Comment Containing: I
Highway: | ;I Beginning MP; I Ending MF: I
Facility Type: | | Beq Eng. Station: | End Eng. Statior: |
Appraval Date [fram]: IEI1 A01,/1902 Approval Date [throughl: |D1 011949 Search | Reset |
M Approved/ Cancelled/
Permit Seq Permit Specl Beg MP/ Facility Completion Expired Cancell
Mumber Ho. Type Type Applicant Dist. Cnty Hwy End MP  Station Type Side Date Date By
4m7 A T SAMUELSOM, M b m 04 102 22B0 112+24 AR 5 042941930
07/31./1953
723 &, WOORHEES. & M 028 03 026 3080 HO+00 AR W 02/04/1943
27405 i, MORTHCOM 1 0B 26 123 1350 168+70  ARZ Woo11/24919 014072002 50952
asav7 1 WaVERLY SHOPPING CEM - 04 22 001 23342 AR1 5 /01/19458 08/21/1958 B 10581
5 A POPE & TALEOT., INC 05 20 s 37.09 PR 12/10/1948
4 i, HAMSOM MaTURAL 05 20 s 414 PR¥ = 07/14/1948
1 1 BOOTH KELLY LUMEER o5 o200 222 0.50 PR 02/02/1948
CHAMFS - d_search_results_upermit Humber of RBows Matching Selection Criteria: 10
1]
|Feady [5-19-06 13:57:44 v

To complete a search, you may enter the permit number or other search criteria. If you enter
the permit number, the system attempts to retrieve the corresponding permit data. If it is not
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found, a message appears to advise you of this. If found, the General tab of the UPERMIT
window appears displaying the selected permit data.

You may also search using other specified criteria that is pertinent to the desired permit(s).
You may enter one or more search criteria. If you enter multiple criteria, the selected
permits must meet all criteria. The criteria you may search upon includes:

District (drop-down menu available to choose from)

Highway (drop-down menu available to choose from)

Facility type (drop-down menu available to choose from)
Beginning and/or ending mile point

Approval from/through date(s) (format is MM/DD/YYYY)
Beginning and ending engineering station

Permit type (drop-down menu available to choose from)
Special permit type (drop-down menu available to choose from)
Applicant name

Permit comments

If only one permit meets the entered criteria, then the data for that permit appears on the
General tab of the UPERMIT window. Refer to Figure 34 below.

Figure 34. UPERMIT General Tab

=

File Edit Permit Tools Reports Miscelaneous Launch Window Help
|neEdo &8s X | B
Bl UPERMIT (Historical Data) o ] (B34

Search General |

District: Iﬁ Permit Humber: IW Sequence Mumber: I_D Permit Type: F
Highway: IT Beginning MilePaint: IW Ending Milepaint: I— Side of Highway: IN—
Engineering Station: IW Mileage Type: I_ Caunty: |2E_ Facility: W
Applicant Mame: |NDHTHCDN I Special Type: |_
Taw Lot[z]: l— Right-of-Way Map(s]: I—
Permit Desc: |
Bond Reqr [nd: |D_ Bond Reqr Amt: I— Insurance Required: |_ Inzurance Filed: |_

Est. Comp. Date: | Approved Date: [11/24/1919 Expiration Date: | Entered Date: [

Cancelled Date: |D1 SO07/2002 Cancelled By: [50952

Cornmets: |

|Feady E13061401:25 4

If more than one permit meets the entered criteria, then a list of these appears in the lower
portion of the Search tab, with the following data displayed for each permit:

e Permit number
e Sequence number
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Permit type

Special permit type
Applicant name

District

County

Highway

Beginning and ending mile point
Engineering station
Facility type

Side of road
Approved/Completion date
Cancelled/Expired date
Cancelled by

e Comments

To sort the selected records in ascending or descending order within the column, either click
on a column heading or click Sort. If you click Sort, the Sort window appears. Refer to
Figure 32 above.

To view the details of a selected record, double-click on a selected row and the General tab
of the UPERMIT window appears for that record. Refer to Figure 34 above.

The General tab provides historical approved permit data from the legacy system, but has no
other functionality. You may view the UPERMIT approved permit data, however, you
cannot update or copy the permit data or create a new application/permit in UPERMIT.

How to Search for UPERMIT Permit Records
To search for an approved permit within UPERMIT:

Step | Action Results/Comments
1. Select Permit | Open UPERMIT from : The UPERMIT window appears with the
the menu bar. Search tab on top.
2.  Enter your search criteria. If you enter two or more search criteria,
the system searches for all permits that
meet all of the entered search criteria.
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Step Action Results/Comments

3. | Click Search to initiate the search. The system searches for all permits that
meet all of the entered search criteria, and
displays the selected permit data on the
lower portion of the Search tab. If only
one permit meets the entered search
criteria, its data automatically appears on
the General tab of the UPERMIT window.
NOTE: The maximum number of permits
the system returns is 300. If a search
selects more than 300 permits, a message
appears advising you to refine your search
to select fewer than 300 permits.

4. To sort the search results: Use the sort function to refine your search
e Click Sort. The Sort window results, displaying fields in order of
appears. Refer to Figure 32. preference and in ascending or descending
e Select one or more fields by order. Refine your search by adding,
which to sort the report. deleting or inserting additional sort criteria.

e Click OK. The Sort window
closes and the search results
appear in the revised sort order.

5. To begin another search on the Search - When you click Reset, the system clears
tab, click Reset, and repeat steps 2 and - all of the fields on the Search tab to
3 prepare for a new search.

6. Toselectarecord fromthe listonthe - The General tab of the UPERMIT window
Search tab, double-click on the desired - appears displaying the selected permit
- permit. data.

7. To close the window, click the Close ~ The UPERMIT window closes.
- [X] button in the upper right hand
: corner of the UPERMIT window.

NOTE: The historical UPERMIT system captured information on approved permits only.
It does not contain information on permit applications or denied permits that existed prior to
the implementation of CHAMPS. You may view the UPERMIT approved permit data,
however, you cannot update or copy the approved permit data or create a new
application/permit in UPERMIT.

To search for a permit or application within CHAMPS, refer to Searching for CHAMPS
Records for more information.

To create a new permit application within CHAMPS, refer to Section 6. Application and
Permit Processing for more information.
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Section 5. The Application/Permit Window

This section provides information on the following:

Background
The Application Tab

The Property Tab

The General Tab

The Supplemental Item Tab
The Insurance/Bond Tab
The Specification Tab

The Provision Tab

The Inspection Tab

The Notes Tab

The Alerts Tab

The Findings Tab
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Background

The Application/Permit window consists of 11 separate tabs (other than the Search tab) that
capture distinct information about each applicant, application and permit. Refer to Figure 35
below.

Figure 35. Application/Permit Window
=lo/x|

File Edit Permit Tools Reports Miscellaneous Launch Window Help
IDEEHDS&B s X |8

Application/Permit for OBEC Consulting Engineers, Appl No. = 4985, Dist Id. = 10, Highway = 072 i =] |

Search Application |F'mpelty| Generall Suppl Iteml Inzurance/Bond Specilicationl F‘rnvisionl Inspeclionl Notesl Alertsl Findingsl

Applicant =
[T — L
Company |DBEC Conzulting Engineers Addiess Letter To:
Street Address: |2235 Mizsion 5t S5E M ailing Address: |F'D Box 1922
City: ISalem State: IDregon d Copy Address | City |Sa|am State: |Dregon j
Zip: IW Cauntry: ILISA— Zip: M Country: ILISA—
Phone: IW Fa: I[]— ehdail: |
Approach Location
Highwsay |U?2 Salem j Route: lm Im
MP: lT Huay Side: IH_ National Farest? Im |
Reason For Request; |New approach LI Eisting Appraach?: Im rm
Interest in Adj. Property?: lm
Designated Agent
Last Mame: l— First Mame: l—
LCormpany: | Mailing Address: |
City: I State: | LI Zip: I Countly:l
el N T
Approach Will Serve
Land Use Unit of Measure Number of Units  ADT Rate Land Use ADT Applld Land Use ID
[Ofice 5q Ft) ~| [art | zoonod ooy 23,4000 4965 327

Tuming Movements

|r Al Movements r Right In r FRight Ot r Left In r Left Out Spec_id 3340  Applid 4385

[Ready [EAS0E 141620

The tabs on the Application/Permit window (other than the Search tab) are as follows:
Application—Captures information from the Application for State Highway Approach,
including applicant, approach location and local government information. Refer to The
Application Tab for more information.

Property—Captures the property owner and tax lot information from the Application for
State Highway Approach. Refer to The Property Tab for more information.
General—Captures information for internal use only, including permit specialist,
application status, history and timelines, and payment/refund information. Refer to The
General Tab for more information.

Supplemental Item—Captures the status of supplemental items requested from an applicant
for certain Approach permits. Refer to The Supplemental Item Tab for more information.
Insurance/Bond—NMaintains information about any insurance policy and/or

performance bond required of the permit applicant/holder. Refer to The

Insurance/Bond Tab for more information.
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Specification—Captures construction specifications and allowed turning movements for
Approach permits based upon the type of approach to the roadway. Refer to The
Specification Tab for more information. NOTE: Allowed turning movements are entered
on the Application tab.

Provision—Records the standard and custom provisions attached to the issued permit.
Refer to The Provision Tab for more information.

Inspection—Captures information about completed inspections associated with Approach
permits. Refer to The Inspection Tab for more information.

Notes—Records notes and comments about the application/permit not captured on any other
tab. Refer to The Notes Tab for more information.

Alerts—Maintains system- and user-generated reminder notices associated with the
application/permit. Refer to The Alerts Tab for more information.

Findings—Captures land use information and details necessary to calculate deviations and
prepare findings. Refer to The Findings Tab for more information.

NOTE: For information on the Search tab, refer to Section 4. CHAMPS Search Function.

In general, the fields on the Application and Property tabs of the Application/Permit window
correspond with the fields on the Application for State Highway Approach. This allows for
easy data entry of the permit application information.

The system does not require you to complete all fields on every tab of the Application/Permit
window, nor do you have to enter all of the application information at one time. First,
however, you must enter and save all required information on the Application tab. Required
fields appear with a box around the [field name. Upon saving this information, the system
prompts you to complete the Property tab. After entering the required data on the
Application tab, you may complete information on the other tabs as appropriate and required,
and as the information becomes available.

Before issuing an Approach permit, you need to enter required information on the
Application, Property and Findings tabs, provide required approach construction information
on the Specification tab and select at least one standard permit provision on the Provision tab.

The use of the Supplemental Item, Insurance/Bond, and Inspection tabs depends upon the
scope, nature and requirements of the permit application. The Notes and Alerts tab may be
used with any permit application to capture other relevant information and generate
reminder messages to facilitate the processing of the application permit.

Once you enter all of the application information as required, you may use CHAMPS to
issue a permit. To issue a permit, the system checks the permit application record to verify
that all required information and any required approvals have been entered. For information
on how to issue a permit, refer to Issuing Conditional Approvals

To issue a Conditional Approval, you use the Issue Permit window. See Figure 56 below.
Issue by selecting the “Issue Conditional Approval® button.
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For Conditional Approvals, all permit requirements, with the exception of the Land Use
Approval, must be satisfied. CHAMPS will run an edit check and notify you of any missing
information prior to issuance of this approval. If all requirements are not met, you will
receive the following error message:

Cannot issue permit

@ The permit cannot be issued until the data issues are resolved. You may print the error report andfor press Cancel, then proceed to correct the data.

Issuing New Permits.
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The Application Tab
The Application tab contains information from the actual permit application. It is the first
tab on the Application/Permit window that you complete when creating a new permit

application record and the first tab displayed by the system when you complete a search for
an existing application/permit record. Refer to Figure 36 below.

Figure 36. Application/Permit Window—Application Tab
=100

File Edit Permit Tools Reports Miscellaneous Launch Window Help

lneEo&ns X| &

Application/Permit for OBEC Consulting Engineers, Appl No. = 4985, Dist Id. = 10, Highway = 072 ;|g|5|
Search Application | Property | General | Suppl lterm | Insurance/Bond | Specification | Provizion | Inspection | Notes | Alerts | Findings |
Applicant =
Last Name| p\m First Mame: IE‘oIIman—
Company| IDBEC Consulting Engineers Address Letter To:
Steet Address: |2235 Hizzion 5t SE Mailing Address: IF'D Box 1922
City: ISaIem Slate: IDregUn LI Copy Address | Clity: ISaIern State: |Dregun LI
Zip: IW Cauntry ILISA— Zip: W Country:lLlSA—
Phone: IW FAx: I[]— eMail: I
Appigach Location
Highway: I 072 Salem j Fioute: lm Im
P IT Huuy Side: lFl_ Mational Farest?: lm |
Fieason For Request I New approach j Existing Approach?: lm rm
Interest in Adj. Property?: lm
Designated Agent
Last Hame: l— First Mame: I—
LCompany: | Mailing Address: |
Cily.l State: | LI Zip.l Cuunlry.l
el — S
Approach Will Serve
Land Uze Unit of Measurie Humber of Unitz  ADT Rate Land Use ADT Applld Land Use ID
Office (Sq. F) LI Sq. Ft. 200000 |0.0717 23.4000 4985 3627
Ladging [Rooms) j Rooms 00 B.2333 311700 4985
Institutional [Sq. Ft.) j Sq. Ft. 2,000.00  |0.0301 60,2000 4385
Turning Movements
|r Al Mavements '— Right In r Right Out r LeftIn r Left Out Spec_id: 3940  Applld: | 4985
[Ready 51906 143332

NOTE: Use the side scroll bar to view the lower portion of the Application tab. Refer to
Figure 37 for a view of the lower portion of the Application tab.

The design and fields of the Application tab closely follow the Application for State
Highway Approach completed by the permit applicant. Refer to Appendix A. Application
for State Highway Approach for an illustration of this form.
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Figure 37. Lower Portion of the Application Tab
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How to Enter/Update Application Information

NOTE: When entering a new application, at a minimum, you must enter data into the fields
that appear on the Application tab with a box around the field names. These fields must be
completed in order to save the application before leaving the Application tab.

To enter or update information on the Application tab for a new or existing application:

Step Action

- Results/Comments

1. Create a new application record or
access an existing application record.

The Application/Permit window appears
with the Application tab displayed.

Refer to Creating a New Permit
Application, for information on how to
create a new permit application record; or
refer to Section 4. CHAMPS Search
Function, for information on how to locate
an existing application record.

7/5/2007
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Step Action

Results/Comments

2. | For new applications, enter information | Refer to steps 3 through 10 for information
from the Application for State Highway | on the fields of the Application tab.
Approach onto the Application tab.

For existing applications, update the NOTE: When you create a new permit

Application tab information as application record, only the Application

appropriate. tab is enabled. Upon entering all required
data (**see note below) on the Application
tab and saving the new record, the other
tabs become enabled.

3. Last Name—Enter the last name of the Either the Last Name or the Company
applicant. must be entered.

4. Company—Enter the company name  Either the Last Name or the Company
of the applicant. must be entered. These 2 fields work

together, you must have at least one of
them entered.

5. Phone—Enter the phone number of the  Phone number field allows entry of
applicant. extensions up to 5-digits. Use the

following format: (area code) 123-1234
x12345

5.  Highway—Select the state highway If you select a highway that is a designated
from the drop-down menu to which the  freeway (e.g., 001, 001E or 001W), a
approach road connects. message appears advising that construction

on a designated freeway is rarely allowed.
Click OK to clear the message.

6. | County—Select the county from the
drop-down menu for where the permit
is to be issued.

7. Reason for Request—Select from the  Options include change of use,
drop-down menu the reason for the improvement, inventory existing, new
requested permit. approach, ODOT Project and temporary.

NOTE: Selection of ODOT Project will
allow you to enter the EA SubJob for the
project. **Also see note below

8. :Local Government—Enter local
government information provided on
the application.

9. Applicant Signature Block—Enter
signer’s name and date of application.

10. Fee Factor—Select the fee factor to In the Miscellaneous / Fee Factor box, you
apply to the application. Currently the - may select from the drop down menu.
default setting is “Fee Waived”. No
application fee is currently required. NOTE: Selection of ODOT Project (no

fee) will allow you to enter the EA SubJob
for the project.
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Step Action Results/Comments

11. Approach Will Serve—Select the For more than one land use, right click and
Land Use that the approach will serve  select Insert or Add to insert/add a new
and enter the associated Unit of row and select an additional land use.
Measure. Estimate the number of units for each use.

12.  Turning Movements—Select turning  Options include all movements, right in,
movements requested. right out, left in and left out.

13. Click the Save icon on the toolbar. CHAMPS saves the application data. If

required data is missing, a message
appears advising you of the missing data.
Click OK to clear the message, and
complete the missing information.

For new applications, if all required data
is complete, a message appears prompting
you to enter property information on the
Property tab. Click OK to clear the
message.

14. Select another tab on the
Application/Permit window to enter or
update.

** \When entering “project-related” approaches into the CHAMPS system you begin by
entering the required fields on the application tab. The following table identifies
some specific protocol for projects.
Once you enter all the required fields and the property information, you may go directly to
the letter generation process. Although all letters are available, the following are some
project-specific letters you might use:

o0 000(27) Removal of Permitted Approach w/ Appeal Options
000(28) Removal / Modification of Unpermitted Approach w/in Project Limits
000(29) Removal / Modification of Approach w/in Project Limits w/ Appeal Options
000(33) Removal of Unpermitted Approach
000(50) Grandfathered Recognition

O O0OO0Oo

When entering project-related approaches into CHAMPS, you do not need to go through the
“application accepted” and “deemed complete” statuses. CHAMPS defaults to PENDING.
All statuses, some of which are listed below, are available to use, but not all are required.
Those listed below as “optional” are not required, but you may use them if needed.

o Pending (ODOT Project)
Application Accepted (Optional)
Deemed Complete (Optional)
Preliminary Issued (Optional)
Permit to Construct (Optional)
Permit to Maintain, Use & Operate (Final Product)

O O0O0O0O0
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“ODOT Project” will now appear on the face of the permit for “reason for request”.

TIP: You may search by “reason for request” = “ODOT Project” in CHAMPS Online
Search & Reporting / CHAMPS Search Screen.
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The Property Tab

The Property tab captures and maintains the property, property owner and tax lot data
associated with each Approach application/permit. Refer to Figure 38 below. This
information is used by Right of Way Engineering to complete its access control research for
a specific application/permit and is required to issue an Approach permit.

Determination of access rights is essential to evaluating the application/permit and should be
completed as early as possible in the evaluation process. You may generate an alert to Right
of Way, requesting the needed access control research, from the Property tab. When Right
of Way completes and approves access rights for a specific application/permit, this
information is also captured on the Property tab. For more information about notifying
Right of Way Engineering, refer to Creating Right of Way Alerts.

NOTE: If the Right of Way research has already been completed and you change approach
location (e.g., mile point), this will automatically re-alert Right of Way. You may want to
notify Right of Way to advise of the reason for the change and new alert.

Figure 38. Application/Permit Window—Property Tab
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Cipfedem State: JOR Zpfini RewField[
[~ R has performed access control research Complete Access Conbiol? Im
Created by: IBerIin, Marcus  Created: |D2z’1 342006 Updated by |Ber|in, Marcu  Updated: |D2J1 342006 Alert B | Repeat Township, Range, Sectionl
Tax Lot Township Hange Section Tax Lot Created by Created Date Updated By Updated Date Prop ID =]
'I:I':r?lhm[s] 10 |TD |1D |1D |283 |2.-"1 3/2008 |283 |2.-"1 3/2006 IW
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Strest Address: 2235 Mission 5t SE City: lSa\em— State: lm
Zip: IW Couintry: ILISA—
tailing Addiess: EZB Independence Dr.5E City: lSaIern— State: lm
Zip: lm Copy Address | Country: lUSA—
Phgne BT N S E— O Use the scroll barto |
view other property |—p
Hecordld:l 4082 Created by: IBBrIin, Marcus Created: IDSJ‘I 042006 Updated by: |Ber|in, Marcus  Updated: |05."U2f’2005 owner data.
=
|Ready 51306 14:50:20

The property owner and tax lot information are subsets of the property information and
cannot exist without it. Therefore, you enter the property data before entering tax lot data or
property owners.
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Since tax lot information and property owner information are subsets of the property
information, if you delete the property information, you also automatically delete the tax lot
and property owner information for that property. However, you may delete the property
owner or tax lot information without deleting the property information.

How to Enter/Update Property Information
To enter, update or delete property information on a new or existing application:

Step Action Results/Comments
1. Access the application record and select - Refer to Section 4. CHAMPS Search
the Property tab. Function for information on how to locate
a specific CHAMPS record.
2.  Property—Enter or update property The system automatically enters the
information from the permit application. : Created By and Created fields when you
save a new application record, and the
If the property address is the same as Updated By and Updated fields when you
the applicant address on the Application : save changes to an existing record.
tab, click Copy Applicant Address.
NOTE: If you enter N/A for the Address
To delete property information: on the Property record, you do not need to
e Right click and select Delete from - enter the city, state and zip code.
the drop-down menu. A message
appears asking you to confirmthe - When you delete the property record for an
deletion of the property record. application, the system automatically
e Click Yes to delete the property deletes all associated tax lot and property
information from the application owner records, also.
record.
3. Tax Lot Map Number(s)—Enter the : The Section field allows for quarter-
township, range, section and tax lot(s). : section information.
To enter more than one tax lot: Format is:
e Click Repeat Township, Range, e Township—##S or ##N without any
Section or right click in the Tax Lot spaces between characters, for example
Map Number(s) area and select Add 36S
from the drop-down menu. A blank : ¢ Range—##E or ##W without any
row appears. spaces between characters, for example
e Enter the tax lot information from 17W
the permit application. e Section—##AA without any spaces
e Repeat the above steps to enter between characters, for example 24BB
additional tax lots.
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Step Action Results/Comments

4. Alert R“’W—=Click to generate alertto ~ NOTE: Confirmation of access rights is
Right of Way Engineering researchers  key to evaluating an Approach application
to initiate access control research. and should be obtained as early in the

application/permit process as possible.
Refer to Creating Right of Way Alerts
for more information on the Right of Way
alert notification process.

5. R/W has performed access control NOTE: When checked, CHAMPS
research—Checked by Right of Way  automatically generates an alert to the
Engineering researchers upon permit owner indicating that the research
completion of access control research.  has been completed.

6. Complete Access Control?>—Marked If No, there is no restriction of access for
by Right of Way Engineering reviewer - this property. If Yes, an access restriction
to indicate whether there is any exists, the permit cannot be issued and
restriction of access for this property. CHAMPS prevents issuance of the permit.

7.  Property Owners—Enter or update NOTE: For new applications, initially,
property owner information by using the Property Owners portion of the

one of the following methods: Property tab appears blank (with no fields).
e Enter the information from the Enter the Property fields and click the
permit application or Property Owners section once to display

e Click Copy Applicant Data if the the fields.
property owner and applicant data

are the same or When you click Copy Applicant Data, the
e Click Copy Property Address if  system copies all o_f the property owner

the property owner and property data from the applicant information

addresses are the same. entered on the Application tab.

To enter more than one property owner: \When you click Copy Property Address,
e Right click in the Property Owners  the system copies the property address
area and select Add from the drop-  entered in step 2 above.
down menu. A blank record

appears. When you delete property owner
e Enter the property owner information, it does not delete the property
information from the permit record.

application or click Copy
Applicant Data if the property
owner and applicant data are the
same or click Copy Property
Address if the property owner and
property addresses are the same.

e Repeat to enter additional property
owners for the property.

To delete property owner information:
e Select/Highlight the property owner
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Step Action Results/Comments

record to delete.

e Right click and select Delete from
the drop-down menu. The system
deletes the selected property owner
data from the Property tab.

e Repeat to delete other property
owner data from the property.

8.  Click the Save icon on the toolbar to CHAMPS saves the property information,
save the property information for the and enters the Created By and Created
application. fields for new applications or the Updated

By and Updated fields for existing
applications. If required data is missing, a
message appears prompting you to
complete the required fields.

9. |Select another tab on the
Application/Permit window to
enter/update.
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The General Tab

The General tab captures information for internal use only, including permit specialist,
application status, history and timelines, and payment/refund information. Refer to Figure

39 below.

Figure 39. Application/Permit Window—General Tab

Il CHAMPS (TEST) - [Application/Permit for OBEC Consulting Engineers, Appl No. = 4985, Dist Id. = 10, Highway

") File Edit Permit Tools Reports Miscelaneous Launch Window Help

=gl
=181

DEdOSB L X | B

Searchl Applicatinnl Property  General | Suppl \teml Insurance/Band Specif\cahnnl F‘rnvisinnl Inspechnnl Nntesl Alertsl Find\ngsl

Application Id: I 4335
Permit Specialist: IBerIin, Marcus vl
Status: IAppIicalion Accepted vl

For Office Use Only

Permit No: I

Office: IDist. 10 Bend -
Status Reason: lm

Permit Type: Epproach

Supercedes Permit:
Cutaff Date: [00/00/0000

K

Click Select LRS to open
the LRS Selection window
and select the appropriate
Linear Referencing
System values.

Status Date: IDS.-"1 /2006 Status Histaru_| Sitatus Timeline Select LRS |<———SHHW
LRS
|VF\nadwa_u' I R Mlge Type: I K Overlap Cd:
Engineering Station: I58+25.90 Other Streets?: [ 7 ves @WNo Other Permits ?: | Ies @ No
Easement?: I O es @ No . - -
Tandmarks: [t the faat of the Golden Arches. Click Status Timeline to

Click Status History
to view the status

view the elapsed and
remaining number of days

Pemit Desc:

history.

to process the
application/permit.

Praject: |1 01 at Portway [Astoria) 10430

Casze MNo.: |2

= |

R Map Na: |DTB-30-05

Congt. Plang: 26083

Proj. Recog. &pprch?: | Mat proj recognized LI Frep Time: I—UD Diriveways closed by this application: ID— _
Est. Start Date: IW Est. Completion [ ate: IW Specified Cornpletion D ate: IW
App. Received by: Im Application Received Date: IW Expiration Date (Temp.]: IW
Total Land Use ADT: IW Fee: I—DD Im W LI
Papment/Refund History
Payment/Refund Check Mumber Check Date Rcvd/lssued Date Check Amt Appl Id Row ID
Fayment [ 001 [ 05A9/2008 05/15/2006 0 00 [
[Ready 51306 1504:38

In addition, on the General tab, you may view the approval or status history of an existing
application/permitand the elapsed and remaining number of days to process the
application/permit. Refer to Figure 40 for an illustration of the Status History window and
to Figure 41 for an illustration of the Status Timeline window. Table 15 provides a list of
the status definitions for applications/permits.
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Figure 40. General Tab—Status History Window

Status History |

Status Reaszon Date By T arget Date ;I
|I3ranu:|fathereu:| |EIE.-"23.-"2EIEIE |B erlin, M arcus |
Ifl'-.pplicaticun Accepted IEIE.-"EE.-"EDDE IB erlin, bMarcuz |3.-"24.-"2EIEIE
|F'enu:|ing |EIE.-"22.-"2EIEIE |B erlin, bMarcuz |
|Inventu:ur_l,l |EIE£22£2EIEIE |B eilin, Marcus | J
|F'enu:|ing |EIE.-"22.-"2EIEIE |B erlin, bMarcuz |

Ifl'-.pprvd w Mitigation |nzx21 A2008 |Ber|in, b arcus |
|nz;21 /20086 |Eer|in, b arcus |3£23;an5

|I]2.-"2'I S2008 |B erlin, bMarcuz |

Ifl'-.pplicaticun Accepted

|F'enu:|ing

Figure 41. Status Timeline Window

Il Untitled —|0O] x
CEE—— =10l x|

Timeline for Preliminary Issued Status

17 Days Elapsed

43 Days Remaining

Cloze |
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Table 15. Application/Permit Status Definitions

Status

Definition

Comments

Appeal (APL)

ODOT previously denied the permit (or
issued the permit with conditions the
permit applicant does not accept) and
the permit applicant has appealed the
decision.

The current appeal activity could
include:

e Collaborative discussion

e Hearing

e Region review

Application
Accepted (ACC)

ODOT has received sufficient
application information to accept the
application.

e Starts the 30-day period for ODOT
to respond to the applicant and
request any supplemental items

e Starts the 90-day period for the
applicant to provide all information
required to complete the
application

e Updates the General tab with the
30-day cutoff date

e Generates an alert that becomes
active 10 days before the end of
the 30-day period

Application Not
Accepted (NAC)

ODOT cannot accept an application.
Reasons can include: Incomplete
Application, Across From Ramp, and
Across From Exit,
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Status

Definition

Comments

Approved to
Construct (AC)

ODOT has approved the application
and issued a Permit for Construction.

You cannot select this option. The
system automatically updates the
Status to Approved (AC) upon
application approval and issuance of
Permit for Construction. Refer to
Issuing Conditional Approvals

To issue a Conditional Approval, you
use the Issue Permit window. See
Figure 56 below. Issue by selecting
the “Issue Conditional Approval”
button.

For Conditional Approvals, all permit
requirements, with the exception of the
Land Use Approval, must be satisfied.
CHAMPS will run an edit check and
notify you of any missing information
prior to issuance of this approval. If all
requirements are not met, you will
receive the following error message:

Cannot issue permit

@ The permit cannot be issued until the data issues ar

Issuing New Permits for more
information on how to issue an
approved permit.

The system generates the permit
number and is put on the preliminary
permit to construct. The preliminary
permit to construct is signed by ODOT
making it the official permit to
construct. The construction placard
and provisions are printed.
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Status

Definition

Comments

Approved to Use
(AV)

ODOT has approved the application
and issued a Permit for Use.

You cannot select this option. The
system automatically updates the
Status to Approved (AU) upon
application approval and issuance of
Permit for Use. Refer to Issuing
Conditional Approvals

To issue a Conditional Approval, you
use the Issue Permit window. See
Figure 56 below. Issue by selecting
the “Issue Conditional Approval”
button.

For Conditional Approvals, all permit
requirements, with the exception of the
Land Use Approval, must be satisfied.
CHAMPS will run an edit check and
notify you of any missing information
prior to issuance of this approval. If all
requirements are not met, you will
receive the following error message:

Cannot issue permit

@ The permit cannot be issued until the data issues ar

Canceled (CAN)

ODOT has canceled the issued permit
for specified reasons.

Reasons for canceling a permit may
include:

e Closure

Combined through indenture
Superceded by other permit
Expired

Deficient construction

e Other (explained on Notes tab)

Cannot Deem
Complete (CDC)

Application Cannot Be Deemed
Complete, because there is no access

A Supplemental Iltems Request can be
used to request that the applicant
complete the Grant or Indenture
process.

Conditional
Approval (CAP)

ODOT has conditionally approved the
application pending the receipt of the
final local land use approval, including
approved site plan and project
description that demonstrate the
locally approved plans and project
description are consistent with the
plans submitted.

Generally, land use actions relate to
zone changes. Construction and/or
use permits cannot be issued until
ODOT receives final land use approval
including the approved site plan and
project description.

Construction Plans
Accepted (CPA)

ODOT has accepted the construction
plans.

e Starts the 60-day period for ODOT
to issue the Preliminary Permit to
Construct

e Generates an alert that becomes
active 10 days before the end of
this 60-day period
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Status

Definition

Comments

Construction Plans
Requested (CPR)

ODOT has approved the Approach
application and now needs to see the
detailed construction plans before a
permit to construct can be issued.

e Starts 60-day period for applicant
to provide requested construction
drawings

e Updates cutoff date for this 60-day
period on General tab

Construction Plans
Review (RCP)

ODOT has received the requested
construction drawings from the
applicant and is reviewing them to
determine if the approach can be
permitted for construction.

e Stops the 60-day period the
applicant has to provide
construction drawings.

Decision Extension
(DEX)

Applicant has agreed to extend the
allotted time for submitting required
supplemental documentation.

Deemed Complete
(TCP)

ODOT has determined the application
is technically complete with required
information provided in acceptable
form and with appropriate content.

e Starts 60-day period for ODOT to
either approve or deny application

e Generates alert that becomes
active 10 days before end of 60
day period

Deemed Complete
Extension (DCX)

ODOT requires additional time to
adequately evaluate the application.

Denied (DEN)

ODOT has denied the application for
specified reasons and will not issue a
permit.

Reasons for denying an application
may include:

e Alternative access

e Crash history

e Deviation

e Geometry

e Other (explained on Notes tab)

Expired (EXP)

Applicant has not made the application
complete (e.g., provided supplemental
information or insurance/bond
information, requested time extension,
etc.) within the specified timelines.

Applications not completed within 60
days of sending applicant notice of
incomplete application or 90 days from
the date the application was accepted,
whichever is longer, should be set to
Expired.

Grandfathered (GRD)

Applicant has provided sufficient
evidence to prove the existence of the
driveway prior to 1949 and ODOT has
deemed the approach to be
grandfathered.

Inventory (INV)

Approach exists within an ODOT
construction project where no right-of-
way research was performed.

Available for ODOT construction
project-related approaches only.

Pending (PEN)

ODOT has recorded the initial
application data in CHAMPS but the
application will not be completely
accepted until the applicant has
provided additional information.

CHAMPS automatically defaults all

new applications to Pending status.

Other reasons for pending an

application may include:

e Waiting for customer response

e Waiting for ODOT response

e Waiting for other response
(explained on Notes tab)

This status does not start the clock for
either ODOT or the applicant.
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Status

Definition

Comments

Pre-application

Customer has requested pre-
application conference prior to
submitting an application.

CHAMPS automatically defaults all
new applications to Pending status,
however, you may set the status to
Pre-Application to reflect the effort
occurring prior to a formal application.

This status does not start the clock for
either ODOT or the applicant.

Preliminary
Construction
Specifications

ODOT has issued to the applicant the
Preliminary Construction
Specifications without a permit number

e Starts the 21-day period for the
applicant to object to the
provisions, mitigation measures,

Issued (PRI) or ODOT signature, so that the conditions or agreements required
applicant may get a contractor and the as conditions of approval for the
necessary insurance/bond coverage. Permit for Construction

e Starts the 60-day period for the
applicant to submit proof of liability
insurance and bond or deposit in
lieu of bond.

The insurance/bond data is not

required to issue the Preliminary

Construction Specifications.

Preliminary Construction

Specifications that have been issued

can be canceled when they have a

status of Preliminary Issued or

Preliminary Returned.

Preliminary ODOT has received the insurance and - e  Stops the 60-day period the

Construction
Specification (PRR)

bond information.

applicant has to submit insurance
and bond information

The insurance/bond data must be
entered before issuing the Permit for
Construction.

Supplemental Items
Requested (SIR)

ODOT has requested supplemental
items from the applicant.

e Starts the 60 or 90-day period,
described below, in which the
applicant has to provide requested
supplemental items.

The applicant has 60 days from the
date ODOT requested supplemental
items or 90 days from the date the
ODOT accepted the application,
whichever is greater, to provide
additional information to make the
application complete.

Supplemental Items

ODOT has received the requested

e Stops the 60 or 90-day period,

Review (RSI) supplemental items from the applicant described above, in which the
and is reviewing them for form and applicant has to provide requested
content to determine if the application supplemental items.
status may be changed to Deemed
Complete.
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Status Definition Comments
Void (VOI) ODOT has invalidated the application - Reasons for voiding an application
and stopped processing it. may include:

Data entry error

Incomplete application
Withdrawn by applicant

Other (explained on Notes tab)

How to Enter/Update General Information

To enter or update information on the General tab for a new or existing application:

Step | Action : Results/Comments
1. tAccess the application record and The Application/Permit window appears with the
select the General tab. General tab displayed. Refer to Section 4.

CHAMPS Search Function, for information on how

: to locate an existing application record.

2. Permit Specialist—Select the permit . For new applications, the system automatically

: specialist responsible for the defaults to the current user. A permit specialist may

- application from the drop-down menu.  take ownership of another specialist's application by

selecting himself from the drop-down. If there are
difficulties contact an administrator to check security

permissions.

3. Supercedes Permit—Enter the This will cross reference any old permits that have
number of any previous permit for this | been replaced by a new permit. (Example:

! approach. additional land use.)

4.  Status—Refer to Table 15 for a listing | When updating the status of an application/permit,

- of the different statuses and How to you must follow a set status sequence. You cannot
: Update Application/Permit Status set a status to a level that is chronologically prior to
- for more information on how to update : the current status. If this occurs an error message

- the status. appears, prohibiting the status change. Refer to
Figure 42 below.

5. iStatus Reason—Select the reason for
the change in status from the drop-
down menu.

6. :Cutoff Date—System-generated Use to track the date by which the applicant needs
based on application/permit status and : to perform a specific action. Date is the same as
represents the applicant’s “clock.” the Target Date on the Status History window.

Refer to Figure 40 and Table 15 above.

7. LRS—Click Select LRS to open the The system enters the selected LRS information on
LRS Selection window and select the : the Application tab.
appropriate Linear Referencing
System (LRS) values. NOTE: For the LRS Selection window to open, the

highway and mile point for the approach must be
entered on the Application page and an LRS value
must exist for these. Refer to Figure 43 below.

8. Engineering Station—Add This may be changed at a later date if adjustments
engineering station. are needed. A change will re-alert R/W.
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Step Action Results/Comments
9. :iOther Streets? Select “yes” or “no”.
It is possible to permit an approach
to the highway on the condition it Where a planned public street or road network
will be removed or modified once cannot be provided at the time of development,
the local project is built. an application may be approved with conditions
requiring connection when such connection
becomes available.

10. | Other Permits? Select “yes” or “no”.

11. -Easement?—Select “yes” or “no”. Indicate whether or not this approach is accessed

by an easement from adjacent property.

12. :Project—select from the list of ODOT : Referencing a project will unmask the “EA SubJob”
projects, either by Project Name or by : field, allowing you to enter the project number.

Key No.

13.  Case No.—Enter number of choice You may enter any number that is appropriate for

(optional). your project. For example, the number that
corresponds to the property owner address list
identified in the Access Management Strategy or
the Access Management Plan.

14. :Project Recognized Approach In the “Project recognized Approach” box, select

the appropriate entry;

“Not Project Recognized” = approach is unpermitted
and will not be permitted as part of the project
(CLOSURE / No Action).

“Intended to Remain Open” = approach will remain
open as part of the project, although modifications
or mitigations may be required as part of the
construction. OAR 734-051-0285(9)

“Presumed in Compliance” = approach is
constructed to current standards and specifications.
OAR 734-051-0285(1)

15. :R/W Map No.—Enter appropriate map : Enter the most current R/W map number.
number.

16. !Project Recognized Approach?— Select the item from the drop down menu that best
Select the appropriate item from the describes action to be taken on this permit.
drop down menu.

17. :App. Received By—Select from the : For new applications, the system automatically
drop-down menu the person who defaults to the current user.
received the new application.

18. |Application Received Date—Enter Format is MM/DD/YYYY. For new applications, the
the date ODOT received the new system automatically defaults to the current date.
permit application.
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Step

Action

Results/Comments

19.

EA SubJob—System generated
based on fee factor.

The EA is based upon the District in which the
permit is issued. Refer to Table 16 for a listing of
Districts and EAs. The SubJob is based upon the
number of average daily trips (ADT). Refer to Table
17 for a listing of SubJob numbers based upon
ADT.

NOTE: Selection of either ODOT Project or ODOT
Project (no fee) [see above] will allow you to edit
the EA SubJob field on the General Tab.

NOTE: The correct project EA will allow R/W (and
any others working on this permit) to charge to the
project’s budget, not the District Manager’s budget.

20.

Payment/Refund History—Right click
on the “gray” box to activate window.

Select payment or refund, as appropriate, from the
menu in “payment/refund” window. Enter remaining
data (date, amount). Print a copy of the GENERAL
TAB and attach to the check to send to Finance.

20.

Click the Save icon on the toolbar.

CHAMPS saves the application data. If required
data is missing, a message appears advising you of
the missing data. Click OK to clear the message,
and complete the missing information.

21.

Select another tab on the
Application/Permit window to enter or
update.

Figure 42. General Tab—Status Sequence Error Alert

Status Sequence Error El

The new status of Application Accepted is out of sequence with the prior status of Application Accepted,
Change not allowed. For mare information, please contact Marcus Berlin at (503) 986-3914,
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Figure 43. LRS Selection Window

]

Road Roadway Mileage
Type

Overlap

CHAMPS LRS Selection Window

Beginning Ending Maint.
Mileage Cd  Milepoint Milepoint  Juris.

009

OF. |

2106900 2107600 S j

Click Glossary to access
glossary of terms used on
the window.

Cancel |

Table 16. EA Based On District

District EA

District 01 PRMT2100
District 02A PRMT1100
District 02B PRMT1200
District 02C PRMT1300
District 03 PRMT2209
District 04 PRMT2309
District 05 PRMT2500
District 06 PRMT3200
District 07 PRMT3200
District 08 PRMT3300
District 09 PRMT4100
District 10 PRMT4200
District 11 PRMT4300
District 12 PRMT5200
District 13 PRMT5300
District 14 PRMT5100
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Table 17. SubJob Based on Average Daily Trips

Average Daily Trips SubJob Number
0to 29 101
30to 99 102
100 to 599 103
600 to 2,999 104
3,000 to 5,999 105
6,000 to 9,999 106
10,000 or greater 107

Table 18. District Permit EA — Complexity Code — Activity Code

District Permit EA — Complexity Code — Activity Code Average Daily Trips

PRMT (Crew No.) — 101 - L11 Applications with 0 to 29 ADT

PRMT (Crew No.) — 102 — L11 Applications with 30 to 99 ADT

PRMT (Crew No.) - 103 - L11 Applications with 100 to 599 ADT
PRMT (Crew No.) — 104 — L11 Applications with 600 to 2,999 ADT
PRMT (Crew No.) — 105 - L11 Applications with 3,000 to 5,999 ADT
PRMT (Crew No.) — 106 — L11 Applications with 6,000 to 9,999 ADT
PRMT (Crew No.) — 107 — L11 Applications with 10,000 or more ADT
PRMT (Crew No.) —109 - L11 Pre-application activities

How to Update Application/Permit Status

There are four methods for updating the status of an application or permit. They are:
manual, letter generation, permit issuance, and unlocking by a CHAMPS Adminstrator.
Which one you use depends upon the specific status that you want to assign to an
application or permit.

With most statuses, you manually update them on the General tab in the same manner as you
update most other fields on the General tab. Refer to How to Enter/Update General
Information for more information on this process. Otherwise, you update the status through
the letter generation or permit issuance process. If you’ve mistakingly have placed an
application in the wrong status you can have the application placed in a more appropriate
status by making a request to a CHAMPS Administrator to have the application unlocked.

Refer to Issuing Conditional Approvals

To issue a Conditional Approval, you use the Issue Permit window. See Figure 56 below.
Issue by selecting the “Issue Conditional Approval® button.

For Conditional Approvals, all permit requirements, with the exception of the Land Use
Approval, must be satisfied. CHAMPS will run an edit check and notify you of any missing
information prior to issuance of this approval. If all requirements are not met, you will
receive the following error message:
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Cannot issue permit

@ The permit cannot be issued until the data issues are resolved. You may print the error report andfor press Cancel, then proceed to correct the data.

Issuing New Permits for information about the permit issuance process.

If you attempt to manually change the status on the General tab and another method is
required, then you will receive an error message advising you of this. Refer to Error!
Reference source not found. for a list of statuses and the method used to update them.

In addition, to update the status of an application/permit, you must follow a set status
sequence. You cannot set a status to a level that is chronologically prior to the current
status. If this occurs a Status Sequence Error message appears, prohibiting the status
change. Refer to Figure 42 above.

When you update the status, this may also generate an alert, lock the application/permit
record, update the Cutoff Date on the General tab, or start/stop the period of time in which
ODOT or the applicant has to take a specific action. These are also noted in Error!
Reference source not found. below.
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To update the status of an application/permit using the letter generation process:

Step Action Results/Comments

1. Access the application record and select : Refer to Section 4. CHAMPS Search

the General tab. Function for information on how to locate
a specific CHAMPS record.

2. :Select Miscellaneous | Start MS Word : A list of available letters appears.
from the menu bar and select from the
following: NOTE: For status changes that do not
e For Permit Specialist Signature require use of the letter-generation process,
e For District Manager Signature on the General tab, select the desired status
e For Region Manager Signature f_rom the drop-down menu in the Status
o For Tech. Serv. Mgr. Signature  fiéld and then go to step 8.

3. Select the letter you want to generate A dialog box appears asking if you want to
based upon the desired status change. save the change to the record.

NOTE: If data required to generate the
letter is missing from the
application/permit record or the desired
letter is out of sequence, a dialog box
appears advising you of this. Click OK to
return to the Application/Permit window.

4. - Click Yes to change the status. CHAMPS updates the status and the

Create a Document or Preview a Template
window appears.

5. Click Create to create a system- CHAMPS opens Microsoft Word and
generated letter that contains creates a new letter containing
application/permit data. application/permit data or opens a blank

template of the letter, accordingly. For a
Click Preview to open a template for new letter, CHAMPS saves it with the
the selected letter without any following file naming convention:
application/permit data. (application number)(letter
name)(date)(sequence number).doc.
NOTE: To close the window without
taking any action, click Cancel.

6. | Modify, print and/or save the letter, as | TIP! If you are unfamiliar with how
desired. Microsoft Word works, select Help on the

Microsoft Word menu bar in order to
access its online help system.
NOTE: The template document is read-
only and should be saved with another file
name to the following location:
\\scdata2\ChampsCor\Documents.
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Step Action Results/Comments

7.  Return to the General Tab on the The Status field should reflect the desired
Application/Permit window. status.

8. Status Reason—From the drop-down : The reasons available on the drop-down
menu, select the appropriate reason for - menu vary based upon the selected Status.
the change in status.

9. Click the Save icon on the toolbar to CHAMPS saves the updated status and
save the updated status for the enters Status Date and Status By fields.
application/permit.

10. | Select another tab on the
Application/Permit window to
enter/update.
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Table 19. Application/Permit Status Update Information, Alphabetical by Status

Table 19: Application/Permit Status Update Information, Alphabetical by Status

Cut > — Starts Starts
Sequence Update Off § g ODOT Applicant
Status Order Method Comments = | ~ | Clock Clock
Appeal (APL) 130 Manual No | No | No
Application 20 Letter * Starts ODOT’s 30-day period to respond to Yes | Yes | No 30 90
Accepted (ACC) generation applicant and request supplemental items.
(02) « Starts applicant’s 90-day period to provide

information required to complete application.

» Generates alert that becomes active 10 days

before end of 30-day period.
Application Not 15 Letter ODOT cannot accept an application forone or | No | No | No
Accepted (NAC) Generation | more status reasons. Reasons can include:

(3&69) or | ¢Incomplete Application (03)
Manual * Across from Ramp (69)

* Across from Exit
Approved to 110 Issuance Locks application/permit record except for No | No | Yes
Construct (AC) insurance data and notes.
Approved to Use 120 Issuance * Does not update cutoff date. No | No | Yes
(AV) * Does not generate alert.

* Locks application/permit record except for

bond disposition and notes.
Approved With 70 Letter Use when land use decision is pending. No | Yes | No 90 120
Condition (CAP) generation | After 90 days of inactivity send letter (75) to

(12) remind the applicant that the application will

expire after 120 days of inactivity. 734-051-

0070(17)
Approved With 70 Letter Starts applicant’s 60-day period to provide Yes | No | No 60
Custom Plans generation requested construction drawings
(CPR) a7)
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Table 19: Application/Permit Status Update Information, Alphabetical by Status (continued)

Cut > — Starts Starts
S s Update Off § 8 ODOT Applicant
Status Order Method Comments = | ~ | Clock Clock
Approved With 70 Letter » Starts Applicant's 21 day period to appeal Yes | Yes | No 21 days
Mitigation (AWM) generation mitigations. 60
(16) « Starts applicant's 60 day period to submit
mitigation plans.
Approved With 70 Letter The approach has been approved and is to Yes | No | No 60
Standard Plans generation be constructed using standard drawings.
(CPA) (15) Starts applicants clock to submit insurance
and bon information
Canceled (CAN) 140 Permit cancel Terminate the permit due to non-conformity No | No | Yes
of a permit
Cannot Deem 37 Letter A Supplemental Iltems Request can be usedto | No | No | No
Complete (CDC) generation | start the applicant's Grant or Indenture
(4&5) process.
Construction Plans 78 Letter « Starts Applicant's 60-day period to submit No | Yes | No 60
Accepted (CPA) generation | insurance and bond information.
(20) » Generates an alert that becomes active 10
days before end of 60-day period.
Construction Plans 76 Letter ODOT and the applicant mutually agree to Yes | Yes Yes
Extension (CPE) generation extend the Applicant's 60 day period to submit
(19) plans.
Construction Plans 77 Letter (68) & Stops applicant’'s 60-day period to provide No | No | No stops 60
Review (RCP) Manual construction drawings
Decision Extension 60 Letter Use when ODOT needs additional time to Yes | No | No
(DEX) generation decide whether to approve or deny an
(13) application
Deemed Complete 40 Letter « Starts ODOT’s 60-day period to either Yes | Yes | No 60

(TCP)

Process (49)

approve or deny application.

» Generates alert that becomes active 10 days
before end of 60-day period.

* Use the Decision Extension Letter (13) to
extend ODOT’s decision period.
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Table 19: Application/Permit Status Update Information, Alphabetical by Status (continued)

Cut > — Starts Starts
Sequence Update off | @ = ODOT Applicant
Status Order Method Comments ~ | ~ | Clock Clock
Deemed Complete 50 Letter Time extension agreement for ODOT to Yes | Yes | No | Extends
Extension (DCX) generation review application for completeness or
(09) supplemental items
Denied (DEN) 80 Letter * Does not update cutoff date. No | No | Yes Stops
generation » Does not generate alert.
(4,5,12,30) | * Locks application/permit record.
and manual
Expired (EXP) 150 Letter * Does not update cutoff date. No | No | Yes Stops
generation  Does not generate alert.
(10, 65, 76) | * Locks application/permit record.
and manual
Grand - fathered 160 Letter  Does not update cutoff date. No | No | Yes
(GRD) generation » Does not generate alert.
(50) or (72) | * Locks application/permit record.
Inventory (INV) 4 Manual Used with ODOT construction projects only No | No | Yes
ODOT Project (PRJ) 4 Work sheet Used with ODOT construction projects only. No | No | Yes
input (Status not in effect yet.)
Pending (PEN) 10 System * Does not start clock for either ODOT or No | No | No
default or applicant.
manual « 10 day performance measurement.
Pre-application 5 Manual Does not start clock for either ODOT or No | No | No
(PRE) applicant. To be used when there is enough
information to save a record. And insufficient
information to consider if the application can
be deemed complete.
Preliminary 90 Issuance « Starts applicant’s 21-day period to object to Yes | Yes | No 21 appeal
Construction the provisions, mitigation measures, 60

Specification

conditions, or agreements required as

Issued (PRI) conditions of approval for the Permit for
Construction.
« Starts applicant’s 60-day period to provide
insurance/bond information.
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Table 19: Application/Permit Status Update Information, Alphabetical by Status (continued)

Cut > — Starts Starts
Sequence Update off | @ = OIIDOII Applllcint

Status Order Method Comments -+ | & | Cloc Cloc
Preliminary 91 Manual Stops applicant’s 60-day period to provide No | No | No stops 60
Construction insurance/bond information. Applicant has
Specification returned insurance and bond information.
Returned (PRR) Next action is to issue a permit to construct.
Supplemental Items 31 Letter ODOT and the applicant mutually agree to Yes | Yes Extends
Extension (SIX) Process (09) | extend the Applicant's 60 day period to submit

supplemental information.
Supplemental ltems 30 Letter Starts applicant’s 60 or 90-day period to No | Yes | No 60 or 90
Requested (SIR) generation provide requested supplemental items;

(07) applicant has 60 days from the date ODOT

requested supplemental items or 90 days from

the date ODOT accepted the application,

whichever is greater, to provide additional

information to make the application complete.
Supplemental ltems 32 Manual Stops applicant’s 60 or 90-day period to No | No | No stops
Review (RSI) provide requested supplemental items
Void (VOI) 180 Manual Indicates bad information record. Or the No | No | Yes

application has been voided as described in

the rule
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Table 200. Application/Permit Status Update Information, Status by Sequence

Application/Permit Status Update Information, Status by Sequence

Cut| » — | Starts Starts
Sequence | Update off | @ g | ODOT | Applicant
Status Order Method Comments =~ | =~ | Clock | Clock
Inventory (INV) 4 Manual Used with ODOT construction projects only No | No | Yes
ODOT Project 4 Work Used with ODOT construction projects only. (Status not | No | No | Yes
(PRJ) sheet input | in effect yet.)
Pre- 5 Manual Does not start clock for either ODOT or applicant. To No | No | No
application be used when there is enough information to save a
(PRE) record. And insufficient information to consider if the
application can be deemed complete.
Pending (PEN) 10 System « Does not start clock for either ODOT or applicant. No | No | No
default or | « 10 day performance measurement.
manual
Application 15 Letter ODOT cannot accept an application for one or more No | No | No
Not Accepted Generation | status reasons. Reasons can include:
(NAC) (3,4,5,& | ¢ Incomplete Application (03)
69) or  Across from Ramp (69)
Manual * Across from Exit
« Indenture (04)
« No Right of Access (05)
Application 20 Letter « Starts ODOT'’s 30-day period to respond to applicant Yes | Yes | No 30 90
Accepted generation | and request supplemental items.
(ACC) (02) « Starts applicant’s 90-day period to provide information
required to complete application.
« Generates alert that activates 10 days before end of 30-
day period.
Supplemental 30 Letter Starts applicant’s 60 or 90-day period to provide No | Yes | No 60 or 90
Iltems generation | requested supplemental items; applicant has 60 days
Requested (07) from the date ODOT requested supplemental items or 90
(SIR) days from the date ODOT accepted the application,
whichever is greater, to provide additional information to
make the application complete.
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Table 20. Application/Permit Status Update Information, Status by Sequence (continued)

Cut > | - Starts Starts
Sequence Update off | @ = ODOT Applicant
Status Order Method Comments ~ | ~ | Clock Clock
Supplemental 31 Letter ODOT and the applicant mutually Yes | Yes Extends
Iltems Extension Process (09) | agree to extend the Applicant's 60 day
(SIX) period to submit supplemental
information.
Supplemental 32 Manual Stops applicant’s 60 or 90-day period No No | No stops
Items Review (RSI) to provide requested supplemental items
Deemed Complete 40 Letter « Starts ODOT’s 60-day period to either Yes | Yes | No 60
(TCP) Process (49) | approve or deny application.
» Generates alert that becomes active 10
days before end of 60-day period.
* Use the Decision Extension Letter (13)
to extend ODOT's decision period.
Deemed Complete 50 Letter Time extension agreement for ODOT Yes | Yes | No | Extends
Extension (DCX) generation to review application for completeness or
(09) supplemental items
Decision Extension 60 Letter Use when ODOT needs additional Yes | No | No
(DEX) generation time to decide whether to approve or
(13) deny an application
Approved With 70 Letter Use when land use decision is No | Yes | No 90 120
Condition (CAP) generation pending. After 90 days of inactivity send
(11) letter (75) to remind the applicant that
the application will expire after 120 days
of inactivity. 734-051-0070(17)
Approved With 70 Letter Starts applicant’s 60-day period to Yes | No | No 60
Custom Plans generation provide requested construction drawings
(CPR) a7
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Table 20. Application/Permit Status Update Information, Status by Sequence (continued)

Cut > — Starts Starts
Sequence Update off | @ g | ODOT | Applicant
Status Order Method Comments ~ | ~ | Clock Clock
Approved With 70 Letter « Starts Applicant's 21 day period to appeal | Yes | Yes | No 21 days
Mitigation (AWM) generation mitigations. 60
(16) « Starts applicant's 60 day period to submit
mitigation plans.
Approved With 70 Letter The approach has been approved and is Yes | No | No 60
Standard Plans generation to be constructed using standard drawings.
(CPA) (15) Starts applicants clock to submit insurance
and bon information
Construction 76 Letter ODOT and the applicant mutually agree Yes | Yes Yes
Plans Extension generation to extend the Applicant's 60 day period to
(CPE) (29) submit plans.
Construction 77 Letter (68) & Stops applicant’s 60-day period to provide | No | No | No stops 60
Plans Review Manual construction drawings
(RCP)
Construction 78 Letter « Starts Applicant's 60-day period to submit No | Yes | No 60
Plans Accepted generation insurance and bond information.
(CPA) (20) « Generates an alert that activates 10 days
before end of 60-day period.
Denied (DEN) 80 Letter * Does not update cutoff date. No | No | Yes | Stops
generation » Does not generate alert.
(4,5,12,30)  Locks application/permit record.
and manual
Preliminary 90 Issuance « Starts applicant’s 21-day period to object Yes | Yes | No 21 appeal
Construction to the provisions, mitigation measures, 60

Specification

conditions, or agreements required as

Issued (PRI) conditions of approval for the Permit for
Construction.
« Starts applicant’s 60-day period to provide
insurance/bond information.
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Table 20. Application/Permit Status Update Information, Status by Sequence (continued)

Cut > — Starts Starts
Sequence Update off | @ 2 OIIDOI-(I- Applllcint
Status Order Method Comments -+ | & | Cloc Cloc
Preliminary 91 Manual Stops applicant’'s 60-day period to provide | No | No | No stops 60
Construction insurance/bond information. Applicant has
Specification returned insurance and bond information.
Returned (PRR) Next action is to issue a permit to construct.
Approved to 110 Issuance Locks application/permit record except for | No | No | Yes
Construct (AC) insurance data and notes.
Approved to Use 120 Issuance « Does not update cutoff date. No | No | Yes
(AU) « Does not generate alert.
« Locks application/permit record except for
bond disposition and notes.
Appeal (APL) 130 Manual No | No | No
Canceled (CAN) 140 Permit cancel Terminate the permit due to non- No | No | Yes
conformity of a permit
Expired (EXP) 150 Letter * Does not update cutoff date. No | No | Yes Stops
generation  Does not generate alert.
(10, 65, 76) | * Locks application/permit record.
and manual
Grand - fathered 160 Letter « Does not update cutoff date. No | No | Yes
(GRD) generation  Does not generate alert.
(50) or (72) | « Locks application/permit record.
Void (VOI) 180 Manual Indicates bad information record. Or the No | No | Yes
application has been voided as described in
the rule
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The Supplemental Item Tab

The Supplemental Item tab is used to track ODOT requests made of the property owner (or
agent) for specific reports, studies, design plans, etc. Refer to Figure 44 below. In most
situations, the Regional Access Management Engineer will be involved when supplemental
items are required from the permit applicant. A permit cannot be issued until ODOT
receives and approves all required items.

Figure 44. Application/Permit Window—Supplemental Item Tab

Il CHAMPS (TEST) - [Application/Permit for OBEC Consulting Engineers, Appl No. o ] 1
] Elle Edit Permit Tools Reports Miscellaneous Launch Window Help - |E|i|

IDEEO&SB L X | B

Searchl .t’-‘-.pplicationl F'ropertyl General  Suppl ltem |Insurance£Bond| Specificatinnl Plovisionl Inspectinnl Notesl .t’-‘-.lertsl Findingsl

Select a supplemental item before entering a status for it.

Supplemental Item Status Status Date Status by
o PR e [Requested =] [p570172006 [Berin. Marcus
oo el ol [Submited ta ODOT | [05/03/2008 [Berin. Marcus
Grant and Indenture Process - -
— - |F!ewew by Q0OT LI |DE.¢'IJS;’2EIEIB |Berl|n, Marcus
[llirmination Design
G e A e |.-’-‘«|:|prnved by QDOT j IDE,.-'1 8/2008 |Berl|n, Marcus

Land ze or Zoning Confirmation

Preliminary Design

+ |Traffic: Control R eview

Traffic Signal Design

+ [Transportation Impact Study A plus sign (+) next to a supplemental
[N item denotes that the item has status
records. Click the supplemental item to
[Ready view the status of the item. 51308 154805

When you select a supplemental item, a plus sign (+) appears next to it. When you save an
application, the plus sign that appears next to a supplemental item remains if a status has
been entered for the supplemental item. If a status has not been entered for a supplemental
item, the plus sign disappears.

NOTE: When you open an existing application/permit, a plus sign next to a supplemental

item denotes that the item has a status record. Click the supplemental item to view the status
of the item.
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How to Select/Update Supplemental Item Requirements
To select supplemental items required with an application or to update the status of a
selected supplemental item:

Step - Action Results/Comments

1. | Access the application record and select | Refer to Section 4. CHAMPS Search

the Supplemental Item tab. Function for information on how to locate
a specific CHAMPS record.

2. | Supplemental Item—Select a A plus sign (+) appears next to the selected
supplemental item from the list to add | supplemental item.
to the application or to update. Choices
include: NOTE: The plus sign (+) remains until
e Bridge Design you save the application, even if you do
e Geo-Hydraulic Study not enter a status for a selected
e Grant and Indenture Process supplemental item. Once you save the
e Illumination Design application, then the plus sign disappears if
e Intergovernmental Agreement you have not entered a status for the
e Land Use or Zoning Confirmation selected supplemental item.
e Preliminary Plans Design
e Traffic Control Review
e Traffic Information Study
e Traffic Signal Design

3. To update the status, right click on the - A new row appears on the Status side.
Status side of the tab, and select Add
from the drop-down menu.

4. :Status—Select the status from the drop-
down menu. Choices include:
e Approved by ODOT
e Rejected by ODOT
e Requested
e Review by ODOT
e Submitted to ODOT

5. | Status Date—Enter the effective date | Format is MM/DD/YYYY. Status Date
of the status. must be on or before the current date (i.e.,

not a future date).
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Step

Action

Results/Comments

Repeat steps 2 through 5 to enter a new
supplemental item or update status
information for a selected supplemental
item.

7. | Click the Save icon on the toolbar to CHAMPS saves the changes and updates
save the supplemental item information | the application accordingly.
for the application.
NOTE: Once you save the application,
the plus sign (+) that appears next to a
supplemental item disappears if you have
not entered a status for that supplemental
item. If you have entered a status, the plus
sign remains next to it.
8.  Select another tab on the

Application/Permit window to
enter/update.

How to Delete Supplemental Item Requirements
NOTE: You may delete a supplemental item from an application or delete a status record
from a selected supplemental item.

To delete a supplemental item requirement or the status of a selected supplemental item:

Step

Action

- Results/Comments

1.

Access the application record and select
the Supplemental Item tab.

Refer to Section 4. CHAMPS Search
Function for information on how to locate
a specific CHAMPS record.

2. - Select/Highlight the supplemental item
to be deleted, and select/highlight the
status to be deleted from the selected

-supplemental item if applicable. :

3. Right click on the Status side of the tab, The selected supplemental item (and/or
and select Delete from the drop-down - selected status) disappears from the tab and
menu. is removed from the application.

4. Repeat steps 2 and 3 to remove other If you delete all of the status records for a
supplemental item requirements and/or  supplemental item, the plus sign (+)
status entries from the application. remains next to the supplemental item until

you save the change. See step 5.
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Step - Action Results/Comments

5. | Click the Save icon on the toolbar to CHAMPS saves the changes and updates
save the changes to the supplemental the application record accordingly.
item requirements for the application.

6.  Select another tab on the
Application/Permit window to
enter/update.
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The Insurance/Bond Tab

The Insurance/Bond tab captures and maintains data about insurance policies and/or
performance bonds associated with an application/permit, and displays the insurance and
bond data previously entered, if any, for the selected application/permit. Refer to

Figure 45 below.

The minimum insurance requirements for all Approach permits include the following:

e ODOT listed as an “Additional Insured” (not just as a certificate holder)
e $500,000 general liability insurance
e 30-day advance written notice to ODOT of cancellation (or intent to not renew policy)

There are no minimum bond (or deposit in lieu of bond) requirements. The Region Manager
determines the amount of any bond or deposit required in order to issue a permit.

Most applications/permits require insurance information as a condition of issuance, but not
all of them do. For example, most Approach permits require a performance bond to cover
any damage to the Right of Way during construction.

Figure 45. Application/Permit Window—Insurance/Bond Tab

ol

File | Edit Permit Tools Reports Miscellaneous Launch Window Help

|DEE0 8B, X | B

Il Application/Permit for OBEC Consulting Engineers, Appl No. = 4995, Dist Id. Specific questions regarding insurance = IDIiI

and/or performance bonds should be
Searchl Applicationl Propert_l,ll Generall Suppl ltern  Insurance/Bond | Specificatio] directed to the Office of Maintenance |

(503) 986-3031.

Ingurance

Insurance Company: |Gnod Guys Insured: |EIDEIT
Palicy Ma: |1 aoian Falicy Begin: IDE.I"EH J2006 Falicy End: IEIBHSEIQEIEI?
Policy Armount: I $1,000,000 Required Amount:
Bond
Bond Company: Iabc Bond Mo: I'I 212
Biand Armaint: I $50.000 Required Anaunt: I $50,000
Dizposition: IHeIeased vl Dizpozition Recorded: ID4£D?H2DDE Dizpozition by IEerIin, b arcuz
|Ready [F-19-06 16:10:01 v
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When you enter the insurance policy and/or bond numbers, the system determines if any
other application/permit has the same insurance policy or bond number. If these numbers
appear on another application/permit, the system advises you of this. Refer to Figure 46
below. This allows you to verify that a contractor (hired by the permit holder) performing
more than one construction job (under different permits) at the same time has the required
insurance or bonding for the total indemnity required for all jobs.

Figure 46. Other Application/Permits Using This Number Window

Other application/permits using this number

The following application/permmits are also using thiz inzurance policy number.
Pleaze verify that the policy iz providing adequate insurance for all permits.

Applicant Insurance
Appl Ho  Last Hame Applicant Company Insurance Company Policy Amt
| BE7 |Eruniu:an e If-‘-.llstate | $5,000

Frirt |

Sometimes, construction takes longer than expected, requiring an insurance policy to be
extended and for you to update the policy expiration date accordingly. After construction
and a successful inspection, then ODOT releases the bond and records the bond disposition
information on the Bond/Insurance tab.

Upon saving the bond/insurance information, the system verifies that:

e You have not entered both insurance policy data and an insurance liability waiver date.

e If you entered a begin or end date for the insurance policy, that you entered both dates
and that the end date is after the begin date.

e If you entered an insurance policy or required amount, that you entered both amounts
and that the policy amount is greater than or equal to the required insurance amount.

e If you entered a bond amount or required bond amount, that you entered both amounts
and that the actual bond amount is greater than or equal to the required bond amount.

71512007 Oregon Department of Transportation Section 5, Page 98



How to Enter/Update Insurance or Bond Information
NOTE: Permit Specialists do not have the authority to release bonds. For information

about releasing a bond, call 503-986-3031.

To enter or update insurance and/or bond data:

Step Action

Results/Comments

1.  Access the application and select the
Insurance/Bond tab.

Refer to Section 4. CHAMPS Search
Function for information on how to locate
a specific application.

2. Liability Waiver Signed—Enter the
date the liability waiver was signed, if
applicable.

Format is MM/DD/YYYY. If you enter a
Liability Waiver Signed date, then do not
enter any other insurance information.

NOTE: The Insurance Liability Waiver
form only applies to Adopt-A-Highway
permits. Refer to Appendix G. Liability
Release Form for an illustration of this
form.

3. Insurance Company—Enter the name
of the insurance company.

If you enter any insurance data, then do not
enter a Liability Waiver Signed date.

NOTE: If you enter a Liability Waiver
Signed date and any other insurance
information, a message appears asking if
you want to clear the insurance data. Click
Yes to remove the insurance data, or click
No to maintain the insurance data.

4. :Insured—Enter ODOT along with the
name of the insured (up to 60 characters
in length).

If you do not enter ODOT, a message
appears advising you that the insurance
policy must have ODOT listed as an
insured and to verify this on the certificate
of insurance.

NOTE: You must enter ODOT. You
cannot issue a permit without entering this.
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Step

Action

Results/Comments

Policy No.—Enter the policy number.

The system checks to determine if any
other application/permit has the same
policy number. If other applications/
permits have this same insurance policy
number, the Other Application/Permits
Using This Number window appears.

Click Print to print the window and/or
click OK to close the window.

Policy Begin—Enter the policy
beginning date.

Format is MM/DD/YYYY. If you enter a
Policy Begin date, you must enter a Policy
End date.

Policy End—Enter the policy ending
date.

Format is MM/DD/YYYY. If you enter a
Policy End date, you must enter a Policy
Begin date. The Policy End date must be
after the Policy Begin date.

Policy Amount—Enter the amount of
the insurance policy.

If you enter a Policy Amount, you must
enter a Required Amount.

Required Amount—Enter the required
amount of the insurance policy.

The default is $500,000. If you enter a
Required Amount for insurance, you
must enter a Policy Amount. The Policy
Amount must be equal to or greater than
the Required Amount.

10.

Bond Company—Enter the name of
the bonding company.

11.

Bond No.—Enter the bond number.

The system checks to determine if any
other application/permit has the same bond
number. If other applications/permits have
this same bond number, the Other
Application/Permits Using This Number
window appears.

Click Print to print the window and/or
click OK to close it.

12.

Bond Amount—Enter the amount of
the bond.

If you enter a Bond Amount, you must
enter a Required Amount for the bond.
The amount is to be specified by the

. Region Manager.
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Step

Action

Results/Comments

13.

Required Amount—Enter the required
amount for the bond.

If you enter a Required Amount for the
bond, you must enter a Bond Amount.
The Bond Amount must be equal to or
greater than the Required Amount.

14.

Disposition—Select the disposition for
the bond. Choices include:

o Issued

e Released

The Permit Specialist can only set the bond
Disposition to Issued. Call 503-986-3031
for information about setting it to
Released.

15.

Click the Save icon on the toolbar to
save the insurance and/or bond data for
the application.

CHAMPS saves the insurance/bond data
and updates the application, including the
Disposition Recorded and Disposition By

fields for the bond.

16.

Select another tab on the Application/
Permit window to enter/update.
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The Specification Tab

The Specification tab captures construction specifications based upon the type of approach
to the roadway. Refer to Figure 47 below. The fields on the Specification tab may vary
based upon the type of Approach selected. In addition to the construction specifications, a
graphic of the approach design appears on the left side of the tab.

Figure 47. Application/Permit Window—Specification Tab

Il CHAMPS (TEST) - [Application/Permit for OBEC Consulting Engineers, Appl No. = 4995, Dist Id. = 10, - |EI|1|
| Eille Edit Permit Tools Reports Miscellaneous Launch Window Help - |ﬁ'|1|
|DEEO&B 7 X | B
Searchl Applicationl Propertyl Generall Suppllteml Insurance/Bond ~ Specification | Provisionl Inspectionl Notesl Alertsl Findingsl
| ® English ) Metric Record Id: I384S
Approach Type | Type & Ditch Section LI Wi 30,008 R1 I 20,00 R I 20.00f Q:I 50.00
FuaLns i w - Ds:l 15.00f Dd:l 12.00f Dra’w:l 30.00f
LCulbvert: IEoncrete vl Diameter: | 12.00in Length: | 42,008

& P2 @ g I aterial Thickness

Ditch Liua—\‘ = e Sub Base: |3?.5mm - 0 Aggregate Base [11/2"-0) LI | 3.00in

Dd— )/D.Ih’. Pipe_t‘ \< Base: |25mm - 0 Aggregate Base [1'-0) LI | E.00in

Pl
Edga o P"“"'J !" 'J' Leveling Course: |Heav_l,l Diuty Class 'B' Asphalt Concrete LI | 2.00in
e, Srake 120 a
- 8 . . e -
Hay. &._\ \‘ ‘Wearing Surface: |Heav_l,l Diuty Class 'B' Asphalt Concrete LI | 2.00in
Faving Limnit 1: I 70,008 Paving Limit 2:
Allowed Movements:lj Al Movements I:‘ FRight Irn I:‘ Riight Out I:‘ Left In I:‘ Left Out
Created b_l,l:l Created: IDD.-"DD.-"DDDD Updated by: I Updated: IDD.-"DD.-"DDDD

|Ready [519-06 161651 4

NOTE: The Specification tab allows you to enter lengths, up to two decimal points, using
either the English (feet and inches) or Metric (meters and millimeters) measurement
standard. If you enter the data under one method and then select the other method,
CHAMPS converts the entered values. For example, if you enter a distance as 2.50 feet with
English selected and then select Metric, the distance appears as 0.76 meters (i.e., as a
converted metric value of 2.50 feet).

NOTE: A single application/permit may have multiple approaches specified on the
Specification tab.

NOTE: You enter allowed turning movements on the Application tab. They are reflected
on the Specification tab, but changes must be made on the Application tab once verified.
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How to Enter/Update Specifications

NOTE: When entering specifications, at a minimum, you must enter data into the fields
that appear on the Specification tab with a box around the ffield names. You must enter data
in these fields in order to save the specification before leaving the Specification tab.

To enter or update specification data on an application:

: Results/Comments

Step  Action
1. Access the application and select the
Specification tab.

Refer to Section 4. CHAMPS Search
Function for information on how to locate
- a specific CHAMPS record.

2.  Approach Type—Select the type of
approach. Choices include:
e Type A Ditch Section
e Type B Dustpan
e Type C Curbed Radius
e Type D Custom

The fields on the Specification tab may
change based upon the selected type of
approach.

NOTE: Only one Approach Specification
is allowed per application. Refer to the
Appendices for illustrations of Type A, B
and C approaches.

3. :Select the standard of measurement.
Choices include English or Metric.

The default is English.

NOTE: When you change measurement
systems, CHAMPS converts the entered
values. For example, if you enter a
distance as 2.50 feet with English selected,
and then selected Metric, the distance
appears as 0.76 meters (i.e., as a converted
metric value of 2.50 feet).

4. -W—Enter the approach width.

Format is feet or meters to two decimal
places (e.g., 15.75 feet).

NOTE: If you enter a width greater than
40 feet, a warning message appears. Click
OK to close the message.

5. | R1—Enter the radius 1 of the approach.

Format is feet or meters to two decimal
places (e.g., 15.75 feet). Does not appear
with Approach Type of Type B Dustpan.

6.  R2—Enter the radius 2 of the approach.
places (e.g., 15.75 feet). Does not appear
“with Approach Type of Type B Dustpan.

Format is feet or meters to two decimal
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Step - Action Results/Comments
7. | A—Enter the angle of the approach to | The default is 90.00. If you enter an angle
the highway. less than 45 degrees or greater than 135
degrees, a message appears advising you to
call ODOT Preliminary Design. Click OK
to clear the message.
8.  Ds—Enter the distance to shoulder of  Format is feet or meters to two decimal
pavement for the approach. places (e.g., 15.75 feet).
9. Dd—Enter the distance to ditch for the ~ Format is feet or meters to two decimal
approach. places (e.g., 15.75 feet). Does not appear
with Approach Type of Type B Dustpan.
10. - Dr/w—Enter the distance to the right of : Format is feet or meters to two decimal
way for the approach. places (e.g., 15.75 feet). Does not appear
with Approach Type of Type B Dustpan.
11. - X—Enter the dustpan wing width of the : Format is feet or meters to two decimal
approach. places (e.g., 15.75 feet). Only appears
with Approach Type of Type B Dustpan.
12. | K—Enter the curb to sidewalk distance | Format is feet or meters to two decimal
of the approach. places (e.g., 15.75 feet). Only appears
with Approach Type of Type B Dustpan.
13. Culvert—Select the type of culvert for : If type of Culvert selected, Diameter and
the approach, if applicable. Choices Length must be entered. Format for
include: Diameter is inches or millimeters to two
e None decimal places (e.g., 6.75 inches), and
e Corrugated Metal Length is feet or meters to two decimal
e Concrete places (e.g., 15.75 feet).
e Ductile Iron ]
e Other Does not appear with Approach Type of
e Plastic Type B Dustpan.
NOTE: When working with "Culvert |
None" you may have to click delete in the
length and diameter fields to make sure
CHAMPS recognizes that no dimension is
necessary.
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Step

Action

Results/Comments

14.

Sub Base—Select the type of sub base
for the approach from the drop-down
menu.

If Sub Base selected, Thickness must be
entered. Format for Thickness is inches or
millimeters to two decimal places (e.g.,
6.75 inches). Refer to Appendix H.
Pavement Layer Examples for more
information on pavement layers.

15.

Base—Select the type of base material
for the approach from the drop-down
menu.

If Base selected, Thickness must be
entered. Format for Thickness is inches or
millimeters to two decimal places (e.g.,
6.75 inches). Refer to Appendix H.
Pavement Layer Examples for more
information on pavement layers.

16.

Leveling Course—Select the type of
leveling course for the approach from
the drop-down menu.

If Leveling Course selected, Thickness
must be entered. Format for Thickness is
inches or millimeters to two decimal places
(e.g., 6.75 inches). Refer to Appendix H.
Pavement Laver Examples for more
information on pavement layers.

17.

Wearing Surface—Select the type of
wearing surface material for the
approach from the drop-down menu.

If Wearing Surface selected, Thickness
must be entered. Format for Thickness is
inches or millimeters to two decimal places
(e.g., 6.75 inches). Refer to Appendix H.
Pavement Layver Examples for more
information on pavement layers.

18.

Paving Limit 1—Enter the paving limit
distance 1.

Format is feet or meters to two decimal
places (e.g., 15.75 feet). Paving Limit 1
must be at least as long as the width (W)
plus radius 1 (R1) plus radius 2 (R2).
Does not appear with Approach Type of
Type A Ditch Section or Type B
Dustpan.

NOTE: If you enter width (W), radius 1
(R1), and radius 2 (R2), CHAMPS
automatically calculates Paving Limit 1.

7/5/2007
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Step

Action

Results/Comments

19.

Paving Limit 2—Enter the paving limit
distance 2.

Format is feet or meters to two decimal
places (e.g., 15.75 feet). Paving Limit 2
must be at least as long as the smaller of
radius 1 (R1) and radius 2 (R2), but not
less than 20 feet.

Does not appear with Approach Type of
Type A Ditch Section or Type B
Dustpan.

NOTE: If you enter width (W), radius 1
(R1), and radius 2 (R2), CHAMPS
automatically calculates Paving Limit 2.

20. Click the Save icon on the toolbar to CHAMPS saves the specification data and
save the specification data for the updates the application accordingly,
application. including entering the Create By and

Created fields for a new application, and
the Updated By and Updated fields for an
existing application.

21. To delete an existing Approach The selected/highlighted specification
specification from the application: disappears from the tab and the system
e Select/Highlight the Approach deletes the specification data from the

specification to delete. application.
e Right click on the Approach tab. A

drop-down menu appears. NOTE: Due to the required fields on the
e Select Delete from the drop-down tab page the delete will not take affect until

men.u. a new approach is entered and the changes
e Repeat the above steps to delete saved.

other Approach specifications from

the application.

22.  Select another tab on the
Application/Permit window to
enter/update.
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The Provision Tab

The Provision tab captures contract-type provisions or terms under which ODOT issues a
permit. Refer to Figure 48 below. The customer agrees to abide by the provisions specified
in the permit and inspection approvals are subject to the adherence to the provisions. Many
of the provisions are standard. For example, all permit holders must notify the ODOT
District Office at least 48 hours before they use the state road. Other provisions apply only
to a particular application/permit and are called custom provisions.

Figure 48. Application/Permit Window—Provision Tab

Il CHAMPS (TEST) - [Application {Permit for OBEC Consulting Engineers, Appl No. = 4995, Dist Id. =

| File Edit Permit Tools Reports Miscellaneous Launch Window Help

I [m]
=&l x|

|DEED &R s X | B

Available

Searchl Applicationl F'lopertyl Generall Suppllteml Insurance/Bond | Specification  Pravision | Inspectionl Notesl Alertsl Findingsl

Standard Provisions

Prov #

Gereral Requirements
00140,.301 |F'Ians are approved in general

Short Description

00150101 IF'ermit, pravizion, etc. take precedence
00150.103 [Coordination of 5 pecifications & Plans
00150.151 [Construction Stakes, Lines, and Grades

Aszszigned

e

Prov # Short Dezcription

|00150.201 ]48 hour notfication

IDD'I 50,401 Jhs-constucted drawings

A

T

00150.201 48 hour notification
00150.401 JAs-constucted drawings
oo150.402 |Eertified testing inspector

4—

Right click on a standard provision
to view the full text of the provision
on the Standard Provision window.

00150.403 [Maintain all existing structures

00150411 |E0py of parriit at job zite at all times
00150501 |Ea|| OUMC before digging.

IDD‘I 50501 JCall OUNC before digging.

Click Spell Check to check the
spelling of a custom provision.

. L

Spell Check |
LCustom Provizions Created by Created Updated by Updated
L == [Beilin, Marcus J05/15/2006  [Berin. Marcus |05/19/2008
| 0002.000 [Not to be used for easements I-Berlin, Marcus |05/19/2008  [Berin, Marcus Eﬂ 972006

|Ready

[5-19-06 16:21:25 A

The left side of the Provision tab lists the available standard provisions (with a short
description of the provision) and the right side lists those standard provisions assigned to the
current application/permit. The system limits the list of available standard provisions by the
effective and expiration dates of the provisions (i.e., only active provisions appropriate to
the application permit type appear). In addition, standard provisions are numbered to better

facilitate communication with the customer.

In the lower portion of the Provision tab, you may create and attach custom provisions to an
application/permit record or remove existing custom provisions. Custom provisions are also
numbered but always within the context of the selected application/permit.
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When you issue a permit, the permit provisions also automatically print with the permit,
listing the standard provision information you assign on the Provision tab and any custom
provisions you create on this tab.

The available and assigned standard provisions displayed on the upper portion of the
Provision tab contain only a short description of the actual provision text. You may view
the entire text of each standard provision on the Standard Provision window. Refer to
Figure 49 below.

Figure 49. Standard Provision Window

Standard Provision 150.402 |

rhppliu:ant zhall hire a certified testing inspector ;I
to monitor construction and assure complhance
with the specifications and provisions

cohtained in thiz permit
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How to Select/Change Standard Permit Provisions
To select or change the standard permit provision(s) on an application:

Step

Action

Results/Comments

1.  Access the application and select the
Provisions tab.

Refer to Section 4. CHAMPS Search
Function for information on how to locate
a specific application.

2. :Toadd one or more standard provisions

to an application:

Select/Highlight the provision(s) to
be included from the Available
listing on the left side of the tab and
click Add (or double click a
selected/highlighted provision).
Repeat the above step to add other
standard provisions to the
application.

The selected/highlighted provisions appear
in the Assigned listing on the right side of
the tab.

3. To view the full text of a standard

provision:

Select/Highlight a provision and
right click. The Standard Provision
window appears.

Review the text of the provision,
then click OK to close the Standard
Provision window.

Repeat the above steps to view the
full text of other standard
provisions.

Refer to Figure 49 for an illustration of the
Standard Provision window.

4.  To remove one or more assigned
standard provisions:

Select/Highlight the provision(s) to
be removed from the Assigned
listing on the right side of the tab
and click Remove (or double click a
selected/highlighted provision).
Repeat the above step to remove
other standard provisions from the
application.

The selected/highlighted provisions
disappear from the Assigned listing on the
right side of the tab and are removed from
the application.
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Step - Action Results/Comments

5. | Click the Save icon on the toolbar to CHAMPS saves the changes and updates
save the changes to the provisions the application accordingly.
attached to the application.

6.  Select another tab on the
Application/Permit window to
enter/update.

NOTE: You cannot modify a standard permit provision, however you may create a custom
permit provision. To create a custom permit provision, refer to How to Add/Change
Custom Permit Provisions for more information.

How to Add/Change Custom Permit Provisions
To add, change or delete the custom permit provisions on an application:

Step Action - Results/Comments
1.  Access the application and select the Refer to Section 4. CHAMPS Search
Provisions tab. Function for information on how to locate
a specific application.

2. Tocreate/add a custom provision:

e Inthe Custom Provisions section of
the tab, right click and select Add
from the drop-down menu. A row
appears for adding the custom
provision.

e Enter the text of the custom
provision.

e Click Spell Check to spell check
the entered text. The Spelling
window appears. Refer to Figure 50
for an illustration of the Spelling
window.

e Complete the spelling check of the
custom provision and close the
Spelling window.

e Repeat the above steps to add other
custom provisions to the
application.
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Step - Action Results/Comments

3.  To modify a custom provision:

e Select/Highlight the custom
provision to be modified.

e Enter/Revise the text of the custom
provision.

e Click Spell Check to spell check
the entered text. The Spelling
window appears. Refer to Figure 50
for an illustration of the Spelling
window.

e Complete the spelling check of the
custom provision and close the
Spelling window.

e Repeat the above steps to modify
other custom provisions attached to
the application.

4. :Toremove a custom provision:

e Select/Highlight the custom
provision to be removed.

e Right click and select Delete from
the drop-down menu. The custom
provision is removed.

e Repeat the above steps to remove
other custom provisions from the

application.
5. | Click the Save icon on the toolbar to CHAMPS saves the changes and updates
save the changes to the custom the application accordingly.

provisions attached to the application.

6. | Select another tab on the
Application/Permit window to
_enter/update.

For more information on selecting or changing standard provisions assigned to an
application, refer to How to Select/Change Standard Permit Provisions.
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Figure 50. Spelling Window

Spelling I

Mak in Dickionary: keh

Change ko Ithel

Suggestions: the j | Ignore

Ignore Al
X |

kech
tee

tea
ke ;I Add

Add words to;  |CUSTOM.DIC =] AutoCoreect |

Cell Walue: This is a kest of teh swstesm, This is a best,

|
Change | Change All |
|

Suggest |

V¥ Always suggest
I™ Ignors UPFERCASE undotast | cancel |

NOTE: CHAMPS uses the Microsoft Word spell check program to check spelling of
custom provisions. Refer to the Microsoft Word online help if you need more information

on how to use this spell check program.
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The Inspection Tab

The Inspection tab records the results of inspections completed in association with Approach
permits and displays inspections previously entered, if any, for the selected
application/permit. Refer to Figure 51 below. The complexity of the permit affects the
number of inspections that are performed and recorded in regard to a specific
application/permit.

These inspections may be site visits performed prior to issuing a permit to construct or during
the construction phase of a project. A final inspection is performed, once the permitted item is
completed, to verify that it was constructed according to the specifications. Inspections are
used to determine if the performance bond may be released and if a permit to use may be
issued. Refer to Table 21 and Table 22 for pre- and post-construction inspection checklists.

On the Inspection tab, you document:

e The type of inspection
e The date of the inspection (it cannot be greater than the current date)
e Any notes or comments about the inspection

Figure 51. Application/Permit Window—Inspection Tab

Il CHAMPS (TEST) - [Application/Permit for OBEC Consulting Engineers, Appl No. = - | Ellﬂ
1 Fle Edit Permit Tools Reports Miscellaneous Launch Window Help -2 =l

DeEHO&B s X | B

Searchl .-’-‘«pplicatinnl F'n:upertyl Generall Suppllteml Insurancea’Bondl Specificatinnl Provision Inspection |Nntes| .-’-‘«Iertsl Findingsl

Tupe: | Site visit x| [ Date]| FEERFIIE Created by IBerIin, M arcus Created: IDE.I"'I 9/2006
Inzpected by; |Ber|in, M arcus LI Updated by: IBerIin, Marcus Updated: IEIEH 942006
Mate: [Thiz iz a repart of the inzgpection completed on 5/19/2006,

Tpe: ISilB wigit ;I Diate: I':'5-"l1 3/2006 Created by: IBerIin, tarcus Created: IEIEH 342006
Inzspected by: |Ber|in, M arcus LI Updated by: IBerIin, rd arcus Updated: IDE.I"'I /2006
Mote: [Had to follow up in the aftermoon of 5/19/06.

[Ready 51906 16:3082 4
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Table 211. Pre-construction Inspection Checklist

M Pre-construction Inspection ltem

1. Proposed Driveway Location

la. Adequate sight distance.

1b. Functional area of intersection overlaps driveway location.

1c. Mainline roadway cross section issues:

o Traffic blockage for roadway without TWLTL

e Mainline left turn overlap conflicts for roadway with TWLTL
e Proposed driveway within left turn lane area

1d. Mainline volumes allow adequate gaps for full movement approach.

le. Adequate driveway width for proposed development.

1f. Adequate driveway throat length for proposed development.

1g. Proposed driveway profile complies with design standards.

1h. Proposed approach increases/decreases the number and complexity of the conflict
area.

2. Long Term System Considerations

2a. Proposed approach locations would create a need for a signal.

2b. If signal installed, the proposed location is consistent with the long term signal
system plan for the state roadway.

2c. Proposed approach would create a need for left and right turn lanes.

2d. Landscaping or signage does not restrict sight distance.

Table 222. Post-construction Inspection Checklist

M Post-construction Inspection ltem

The driveway width is adequate for the development.

The driveway throat length is adequate for the development.

The driveway profile complies with design standards.

The radii are correct for the type of development.

The drainage pipe end treatment complies with the design standards.

The subgrade drainage pipe coverage complies with design standards..

N[OOI A W

The surfacing treatment complies with the approved design.
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How to Enter Inspection Information
NOTE: When entering inspection information, at a minimum, you must enter data into the
fields that appear on the Inspection tab with a box around the [field names. You must enter
data in these fields in order to save the inspection report before leaving the Inspection tab.

To add inspection information to an application:

Step Action Results/Comments

1. - Access the application and select the Refer to Section 4. CHAMPS Search

Inspection tab. Function for information on how to locate
a specific application.
For applications with no inspection
information previously entered, a blank
inspection row appears on the Inspection
tab.
For applications with inspection
information previously entered, refer to
step 7 for information on how to add a new
inspection row.

2. Type—The only type is site visit. This
field is automatically filled in and is a
protected field.

3. | Date—Enter the actual date of the The Date format is MM/DD/YYYY. The
inspection. inspection date must be prior or equal to

the current date (i.e., no future dates).

4. Inspected By—Select the name of the
person who completed the inspection
from the drop-down menu.

5.  Note—Enter freeform notes about the

-inspection. ,

6. Click the Save icon on the toolbar to CHAMPS saves the inspection data and
save the inspection notes for the updates the application accordingly,
application. including entering the Created By and

Created fields.
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Step - Action Results/Comments
7. To add additional inspection data:

e Right click and select Add from the
drop-down menu. A blank row
appears for entering the additional
inspection information.

e Repeat steps 2 through 6 to record
other inspections on the application.

e Repeat the above steps to add other
inspection data to the application.

8. | Select another tab on the

Application/Permit window to
enter/update.

How to Update Inspection Information
To update or delete existing inspection information for an application:

Step

Action

Results/Comments

1.

Access the application and select the
Inspection tab.

Refer to Section 4. CHAMPS Search
Function for information on how to locate
a specific application.
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Step - Action Results/Comments

2. To modify or update an existing The Date format is MM/DD/YYYY. The
inspection: inspection date must be prior to or equal to
e Select/Highlight the existing the current date (i.e., no future dates).

inspection to be modified.

e Type—This is a protected field and
cannot be changed.

e Date—Update or change the actual
date of the inspection.

e Inspected By—Select the name of
the person who completed the
inspection from the drop-down
menu.

e Note—Update or revise the
freeform notes about the inspection.

e Click the Save icon on the toolbar to
save the changes, and CHAMPS
enters the Updated By and
Updated fields.

e Repeat the above steps to modify
other inspection data on the

application.
3. To delete an existing inspection: The selected/highlighted inspection
e Select/Highlight the inspection to be - disappears from the tab and is removed
deleted. from the application.

e Right click and select Delete from
the drop-down menu. The selected
inspection is deleted.

e Repeat the above steps to delete
other inspections from the
application.

4. Click the Save icon on the toolbar to CHAMPS saves the changes and updates
save the changes to the inspection for  : the application accordingly.
the application.

5.  Select another tab on the
Application/Permit window to
enter/update.
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The Notes Tab

The Notes tab captures freeform notes on an application/permit record, and displays all
notes previously entered, if any, for the application/permit selected. You can type up to

32,000 characters per note. Refer to Figure 52 below.

Figure 52. Application/Permit Window—Notes Tab

Il CHAMPS (PROD) - [Application/Permit for Confederated Tribes of Grand Ronde

"] Fle Edit Permit Tools Reports Miscelaneous Launch Window Help

=10l x|
=18] x|

IDEEO&EB s X | B

Searchl Applicationl F'ropertyl Generall Suppllteml In&urancefBondl Specificatinnl F'ru:u'-fisionl Inzpection

Motes | Blerts | Findings |

applications 4622 and 4620

Hote Created By Created Updated By Updated
entered per Aref Bozorging |Rose, Mike  [05/04/2005 |F=ose. Mike  |05/04/2005
entered check information. The check number 1557 is to pay for the fee an |H oze, Mike |DE£D4£2DI35 IHDSB. Mike |DS£D4.:"2IJDE

azzume no approaches are existing, granfatherable, or have been izsued prior
approoach permits.,

Instructed Mike to enter reason as "new approach’ instead of Vinventory exist”. | |Batten, Ann

|DS.:-'EIE£2EIE|5

IB atten, Ann IDS.-"DE.-"zDDS

rmeasurements on 09-12-2009, Aref has decided to take this file #4623 and file
4622 and do them from start to finish so he can learn CHaMPS,

laref and | went aut with Gene from district 4 and took all pictures and IFl oze, Mike

||35,.-'1 342005

IHose, Mike |E|5a"| 342005

wioLld be 430 feet, Also this application iz not on -5 but on chemawsa road. 'wWe are
waiting for a drop down to be entered,

Spacing to the left is prezently 73 feet. this road is to be closed so the nest spacing IFl oze, Mike

||35,.-'1 8/2005

IHose, Mike |E|5a"| 8/2005

Ridge Dirive realignment with R adiant Drive.

Change Highway zide fram "L"[Left] ta "R". Application 4622 iz far the South leg IEozorgnia, Are IDE;"DEEDDS

Iannrgnia, ArelDEJDEQDDE

From: IKAPLAN Dan = 0DOT

Sent:tonday, June 06, 2005 4:071 PM

To:lBOZ0RGHIA dref; SANTOS Dennis M; WALTON Gene
Co:[HEMDERSOM Jacklyn C: KING Heather L = ODOT
Subject:IPrefiminary Milepoints for Hwy, 00TPN [Chemawa Ad.)

| have been requested to provide milepoints on Chemawa Bd., west of the |5
Interchange for a access permit at Radiant D The beginning of the existing
connechion iz east of thiz point. After regearching files and mapz. it haz been

----- Original Meszage-- |H oze, Mike

|DE.:-'EIF"£2EIE|5

|Flose, Mike |DE£D?£20E|5

[Feady

[5-19-06 16:38.45 2

NOTE: Only the user who created a note may update or delete an existing note.
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How to Enter/Update Notes
To enter or update notes attached to an application/permit:

Step

Action

Results/Comments

1.

Access the application/permit and select
the Notes tab.

Refer to Section 4. CHAMPS Search
Function for information on how to locate
a specific application/permit.

2. Toadd anote: NOTE: A note may be more than one line
e Right click and select Add or Insert - in length. As you enter the note text, the
from the drop-down menu. A row : text wraps to the second and subsequent
appears for entering the note. lines as necessary. You can type up to
e Enter the note text. 32,000 characters per Note.
e Repeat the above steps to add other
notes to the application/permit. NOTE: The notes will be kept in the same
order that they were entered in rather than
being sorted into chronological order.
3.  To modify an existing note: NOTE: A note may be more than one line
e Select/Highlight the existing note to : in length. As you enter the note text, the
be modified. text wraps to the second and subsequent
e Enter/Revise the note text. lines as necessary.
e Repeat the above steps to modify
other notes to the NOTE: Only the user who created a note
application/permit. may update the existing note.
e Copy and paste functions can be
used to place emails, laws, or other
text within a note
4. To delete an existing note: NOTE: Only the user who created a note
e Select/Highlight the note to delete. . may delete the existing note.
e Right click and select Delete from
the drop-down menu. The select
note is deleted.
e Repeat the above steps to delete
other notes from the
application/permit.
5.  Click the Save icon on the toolbar to CHAMPS saves the changes and updates
save the changes to the notes attached to : the application/permit accordingly.
the application/permit.
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Step - Action Results/Comments

6. | Select another tab on the
Application/Permit window to
enter/update.
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The Alerts Tab

The Alerts tab allows you to create reminder messages to yourself and to other users about
the selected application/permit. It also displays all previously entered alert messages (in
date created order), if any, for the selected application/permit. Refer to Figure 53 below.

These alert messages may be manually generated by you or another CHAMPS user, or
automatically generated by CHAMPS. In addition to appearing on the Alerts tab for the
selected application/permit, the alert messages appear on the Alerts window. Refer to
Section 7. CHAMPS Alert Function for more information about the Alerts window.

Figure 53. Application/Permit Window—Alerts Tab

Il CHAMPS (PROD) - [Application/Permit for Confederated Tribes of Grand Ronde, Appl No. = 46232 — II:IIﬂ
| Flle Edit Permit Tools Reports Miscellaneous Launch Window Help — Iﬂ Iﬂ
|DEEO0&B s X | I
Searchl Applicationl F‘ropert_l,ll Generall Suppllteml Insulance.-"Bondl Specificationl Provisionl Inspectionl Motes  Alerts | Findingsl
Stop
Rem Created By Created Updated By Updated
This Application has anly been Appraved Wwith 06/28/2006 Oes |Rose, Mke  =|[Rose, Mike |03/30/2006  [Rose, Mike |03r30/2008
kditigation. w0 No
The Interchange Deviation haz been confirmed by the ID3.-"3D.-"2DDE . Yes IHDSE, Mike L”‘W'arren, Dravid ID3.-"3D.-"2DDB IFlose, Mike ID3.-"31 2006
RAME. ' No
The Spacing Distance Deviation has been approved |03£30£2DDE ) Yes |Hose, Mike =] IWanen, David |033’30J2DDB |F|ose, Mike |033’31 F2006
by the RAME. Mo
|Ready [519-0516:40:45

CAUTION! The Alerts tab on the Application/Permit window is not the same as the Alerts
window. The Alerts window displays all alert messages for you, while the Alerts tab only
displays messages specific to the selected permit/application.

From the Alerts tab, at any time, you may create new alerts for the selected application or
permit, or review, modify or delete the alerts for a selected application/permit. You may
also prevent an alert from initially displaying by changing the “stop reminder” flag to “yes”

For CHAMPS to save an alert to an application/permit:

e The alert message must contain some text. The system does not save a blank alert
message.

e An alert date, equal to or greater than today’s date, must be entered.
e The person to be notified must be entered.
e The “stop reminder” flag must be set to some value.
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How to Create/Update Alert Messages
NOTE: When entering an alert, at a minimum, you must enter data into the fields that
appear on the Alerts tab with a box around the field names. These fields must be completed
in order to save the alert before leaving the Alerts tab.

To create, update, delete or close an alert on the Alerts tab:

Step Action Results/Comments
1. - Access the application/permit and select : Refer to Section 4. CHAMPS Search
the Alerts tab. Function for information on how to locate
a specific application/permit.
2. Tocreate/add an alert: The Alert message must contain some data
e Right click and select Add from the : for CHAMPS to save the alert to the
drop-down menu. A row appears application/permit.
for adding a new alert message.
e Alert—Enter your message or The Date format is MM/DD/YYYY. The
reminder. alert date must be greater than or equal to
e Date—Enter the date you want the  the current date (i.e., no past dates).
alert to be activated or select the
date from the drop-down calendar.  If you set Stop Rem to Yes, the alert
e Stop Rem—Select No. message deactivates and does not appear
e Notify—Select the person from the | ON the Alerts windov_v when you initially
drop-down menu to whom you want 109 on. The default is No.
to send the alert message. o
o Repeat the above steps to add other The default person for Notify is the current
alert messages to the user.
application/permit.
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Step - Action Results/Comments

3.  To modify an existing alert: The Alert message must contain some data
e Select/Highlight the alert to be for CHAMPS to save the alert to the
modified. application/permit.
e Alert—Revise the text of the alert
message or reminder. The Date format is MM/DD/YYYY. The

e Date—Enter a new date you want  alert date must be greater than or equal to

the alert to be activated or select the : the current date (i.e., no past dates).
date from the drop-down calendar.

e Stop Rem—Reset the If you reset Stop Rem to No, the alert
acknowledgment flag, as message activates and appears on the
appropriate. Alerts window when you initially log on.

e Notify—Select a new person from If you close the alert by resetting Stop

the drop-down menu to whom you | Rem 10 Yes, the alert message
want to send the alert message. deactivates/closes and does not appear on

the Alerts window when you initially log

e Repeat the above steps to modify on

other alert messages attached to the
application/permit.

4. -To delete an existing alert:

e Select/Highlight the alert to be
deleted.

e Right click, and select Delete from
the drop-down menu. The alert is
deleted.

e Repeat the above steps to delete
other alert messages from the
application/permit.

5. :Click the Save icon on the toolbar to CHAMPS saves the changes and updates
save the changes to the alert messages : the application/permit accordingly.
attached to the application/permit.

6. |Select another tab on the
Application/Permit window to
| enter/update.

For information on how to create, update or close an alert on the Alerts window, refer to
Section 7. CHAMPS Alert Function.
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The Findings Tab

The Findings tab captures information about the decision process and any deviations

associated with the requested approach. Refer to Figure 54 below and to Appendix 1.
Applicability of Findings and Deviation Subsections.

Figure 54. Application/Permit Window—Findings Tab

=1alx|
File Edit Permit Tools Reports Miscellaneous Launch Window Help

DEEHD&B s X | I

Il Application/Permit for abc, Appl No. = 4923, Dist Id. = 10, Highway = 092BT

—loix|

Searchl Applicationl Propertyl Generall Suppl Iteml Insurance.-"Bondl Specificationl Provisionl Inspectionl Notesl Alerts  Findings |

Dewiation and Findings Selection fields

Awverage Daily Trips: I 16 Joint Access? I Cies (@ Na Access Mgmt Plan?: I s WMo

Urban/Rural Flag: lm Ownership: lm MPO?: lm
Double Frontage?: lm Ir fill /R e-development: lm Huy Clags: IW
Alternate Access? lm Alkernate Access Reasonable?: lﬂ Huay Sub Class: IW
Alternate Access be made reasonable?: I ;I Huwp Seq Desig: IW
Ramp?: lm Ramp Distance: l— Mainline/Crazsing: lm
Fosted Speed: |—45 Sight Distance [left): o0 Sight Distance [right]: l—?DD
Spacing Distance [left]: 800 Spacing Distance [right]: 800 Block Spacing Distance: l—
Deviation: IDeviation r RakE Sight Distance Appr. r RaME Spacing Dev. Apprv. r RAME Confirm |ntchg Dewviation

Application: 4923 Date: 9/1/2006

Calculate Deviation

Generate ODOT Findings Attachrient Generate Approwval Criteria

|Ready

3106 164840
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How to Enter/Update Findings Information
To enter/update findings information for an application:

Step Action

Results/Comments

1.  Access the application and select the Refer to Section 4. CHAMPS Search

Findings tab. Function for information on how to locate
a specific application.

2. - Average Daily Trips—Enter/Update - CHAMPS automatically generates an e-
the average daily trips (ADT) for this mail message to the Regional Planner
approach. when the ADT for the approach exceed

599, which is categorized as complex. The
ADT is determined from specific land use
trip rates documented in a TIS or trip
generation study, not from the generalized
trip rates used for the fee calculation found
on the Application tab.

3. Joint Access?—Select Yes or No Used to track the number of joint use
accordingly to reflect whether this approaches, such as a shared approach on a
approach is for joint use. property line or shared by crossover

easements.

4. :Access Mgmt Plan?—Select Yes or No
accordingly to reflect whether the
approach is located in an area covered
by an Access Management Plan.

5.  Urban/Rural Flag—Select Urban or : Land within an urban growth boundary is
Rural accordingly to reflect the nature : considered Urban. Urban standards may
of the population. be applied in other cases as set forth in

OAR 734-051-0040 (66).

6. :Ownership—Select Public or Private : A public approach is one operated and
accordingly to reflect ownership of the - maintained by a local jurisdiction (e.g.,
approach. city, county, etc.).

7. MPO?—Select Yes or No accordingly
to reflect whether the approach is
located in an area covered by a
Metropolitan Planning Organization.

8. Double Frontage?—Select Yes or No  The approach must be located on the lower
accordingly to reflect whether the classification highway except as set forth
property has a right of access to more in OAR 734-051-0080 (1)(b).
than one state highway.
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Step - Action Results/Comments

9. Infill/Re-development—Select Yes or : For definitions, see OAR 734-051-0040
No accordingly. (31) and (52). For questions, consult with
the Region Planner. Greyed out when the
Rural flag is selected.

10. : Mainline/Crossing—Select Mainline : Leave unselected if approach is not located
or Crossing accordingly to reflect within an interchange management area.
whether the approach is on the main
highway or secondary highway that is
grade-separated from the main highway.

11. Alternate Access?—Select Yes or No - For definition, see OAR 734-051-0040 (6).
accordingly to reflect whether the
property has potential access
somewhere else other than the primary
state highway or has another approach
on the state highway

12. : Alternate Access Reasonable?— For definition, see OAR 734-051-0040
Select Yes or No accordingly to reflect : (51). For evaluation criteria, see OAR
whether the alternate access is 734-051-0080 (8).
reasonable.

13. :Alternate Access Be Made For definition, see OAR 734-051-0040

Reasonable?—Select accordingly to (51). For evaluation criteria, see OAR
reflect whether the alternate access can ~ 734-051-0080 (8).
or cannot be made reasonable.

14. : Hwy Class—Select from the drop down: To obtain highway classification:

menu: e Select Launch | OR Hwy Plan to
e Statewide access the ODOT Oregon Highway
e Regional Plan home page.
e District o Select 1999 Oregon Highway Plan |

Appendices and scroll to Appendix D.
e Go back to ODOT Oregon Highway

Plan home page and select Registry of

Highway Plan Amendments.

15.  Hwy Sub Class—Select from the drop
down menu:

o Expressway

e Frontage/Service Roads

e Other
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Step - Action Results/Comments
16. : Hwy Seg Desig—Select from the drop : To obtain highway segment designation:
down menu: e Select Launch | OR Hwy Plan to
e Other access the ODOT Oregon Highway
e STA (Special Transportation Plan home page.
Area) e Select Highway Segment
e UBA (Urban Business Area) Designations.
e CC (Commercial Center)
e Freeway

17. :Ramp—Select Yes or No accordingly : If the highway is designated a freeway, a
to reflect whether the access is on a freeway ramp, an expressway ramp or if a
highway ramp. new approach is requested to be aligned

opposite a freeway or expressway ramp
terminal, the application shall not be
accepted as set forth in OAR 734-051-
0070 (4)(a).

NOTE: A new approach aligned opposite
a freeway or expressway ramp terminal
cannot be accepted. However, this does
not apply to existing approaches.

18. : Ramp Distance—If the approach isin : A ramp distance of less than 1,320 feet on
the vicinity of an interchange, enter the : a crossroad, one mile on an urban mainline
spacing distance from the nearest or two miles on a rural mainline, generates
interchange ramp terminal. an e-mail message to the Region Access

Management Engineer (RAME) to
determine the design of the approach. The
RAME evaluates the proposal and
determines when an approach may be
approved as a right in/right out (RIRO)
only approach, which may not require a
deviation.

19. Posted Speed—Enter the posted speed The posted speed must be between 5 and
for the highway at the approach 75 MPH, in increments of 5 MPH.
location.
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Step - Action Results/Comments

20. |Sight Distance (left)—Enter the left A sight distance advisory message appears

sight distance. when this field is selected. CHAMPS
automatically generates an e-mail message
to the RAME if the left sight distance
entered is less than the recommended sight
distance.

21. Sight Distance (right)—Enter the right : A sight distance advisory message appears
sight distance. when this field is selected. CHAMPS

automatically generates an e-mail message
to the RAME if the right sight distance
entered is less than the recommended sight
distance.

22. Spacing Distance (left)—Enter the left = This equals the distance to the nearest
spacing distance. approach to the left on the same side of the

highway (facing toward the subject state
highway from the centerline of the
proposed approach location).

23. :Spacing Distance (right)—Enter the  : This equals the distance to the nearest
right spacing distance. approach to the right on the same side of

the highway (facing toward the subject
state highway from the centerline of the
proposed approach location).

24. Block Spacing Distance—Enter the If the STA block spacing is less than 350
current city block spacing if withinan  feet, the spacing standard is 175 feet.

STA.

25. Deviation—Click Calculate Deviation : CHAMPS automatically generates an e-
for CHAMPS to determine whether the : mail message to the RAME if a deviation
approach would be a deviation or not. - exists.

26. ' RAME Sight Distance Apprv.— NOTE: When checked, CHAMPS
Completed by Regional Access automatically generates an alert to the
Management Engineer (RAME) upon  permit owner indicating that the RAME
completion of sight distance evaluation. : sight distance evaluation has been

completed.

27. - RAME Spacing Dev. Apprv.— NOTE: When checked, CHAMPS
Completed by RAME upon completion : automatically generates an alert to the
of spacing deviation evaluation. permit owner indicating that the RAME

deviation evaluation has been completed.
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Step - Action Results/Comments

28. . RAME Confirm Intchg Deviation—  NOTE: When checked, CHAMPS
Completed by RAME upon completion : automatically generates an alert to the
of evaluation of need for an interchange : permit owner indicating that the RAME
spacing deviation. interchange deviation evaluation has been

completed.

29. Click Generate ODOT Findings The Findings document explains why
Attachment to generate a Findings ODOT cannot approve the permit or lists
attachment. what the applicant needs to do in order for

: - ODOT to approve it.

30. Click Generate Approval Criteriato - Where the applicant will provide findings,
generate the approval criteria for the the applicable approval criteria should be
approach. provided.

31. |Click the Save icon on the toolbar to CHAMPS saves the findings data and
save the findings data for the updates the application accordingly.
application.

32. Select another tab on the
Application/Permit window to
enter/update.
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This section provides information on the following:

12/15/1999

Central Highway Approach/Maintenance Permit System (CHAMPS) User Guide v. 2.10

Section 6. Application and Permit Processing

Background
Creating a New Permit Application

Updating Existing Applications/Permits

Grandfathered Recognition

Issuing Conditional Approvals

Issuing New Permits

Cloning an Existing Application/Permit
Amending an Issued Permit

Voiding Applications

Denying Applications

Expiring Applications

Canceling Permits

Printing Application/Permit Data
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Background

CHAMPS captures information needed to analyze Approach applications in order to
facilitate a consistent and timely decision-making process for issuing Approach permits.
The permit applicant provides the needed information on and/or with an Application for
State Highway Approach, and this data is entered into CHAMPS to create an
application/permit record. A copy of the application form appears in Appendix A.
Application for State Hichway Approach.

To create a new permit application record within CHAMPS, you may use one of three
methods. You may:

e Create a completely new application/permit record (Refer to Creating a New Permit
Application for more information)

e Clone (or copy) an existing, similar application/permit record (Refer to Cloning an
Existing Application/Permit for more information)

e Amend (or supercede) an existing issued permit record (Refer to Amending an Issued
Permit for more information)

You create and update application/permit records on the Application/Permit window of
CHAMPS. Refer to Figure 55 below.

Figure 55. Application/Permit Window
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For more information about the Application/Permit window, refer to Section 5. The
Application/Permit Window. This section provides detailed information about the tabs on
the Application/Permit window and how to enter/update data from the permit application on
these tabs.

After creating an application and entering all required information, you use CHAMPS to
issue a permit. To issue a permit, the system checks the permit application to verify that all
required information and any required approvals have been entered. This includes the
calculation of deviations and Regional Access Management Engineer (RAME) approval for
any deviations and/or sight distance deficiencies. For more information on how to issue a
permit, refer to Issuing New Permits.

ODOT does not approve all permit applications, and even after issuing a permit, ODOT may
cancel it. Per SB957, ODOT must document in writing the basis for all decisions to deny a
permit and to provide this documentation (of findings) to the denied applicant. For
information on:

Voiding an application, refer to Voiding Applications

Denying an application, refer to Denying Applications
Expiring an application, refer to Expiring Applications
Canceling an issued permit, refer to Canceling Permits

Within CHAMPS, you may print out the data from any of the tabs on the Application/Permit
window, a worksheet for an entered permit application, or, if previously issued, you may
print a permit for construction, a construction placard or a permit to use. Refer to Printing
Application/Permit Data for more information.
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Creating a New Permit Application

Background

When you create a new application/permit, you enter the information from the permit
application into the empty fields on the tabs of the Application/Permit window. This
process requires you to enter all required data for the application/permit. The system
generates some default data that you may change as appropriate.

In general, the fields on the Application and Property tabs of the Application/Permit window
correspond with the fields on the Application for State Highway Approach. This allows for
easy data entry of the permit application information.

The system does not require you to complete all fields on every tab of the
Application/Permit window, nor do you have to enter all of the application information at
one time. First you must enter and save all required information on the Application tab (See
The Application Tab section to find more information regarding saving required
information). Upon saving this information, the system prompts you to complete the
Property tab. After entering the required data on the Application tab, you may complete
information on the other tabs as appropriate and required, and as the information becomes
available.

Before issuing an Approach permit, however, you must:

Enter required information on the Application, General, Property and Findings tabs
Provide required approach construction information on the Specification tab

Select at least one standard permit provision on the Provision tab

Calculate deviation, if any, on the Findings tab and receive RAME approval of
deviations and/or sight distance deficiencies

The use of the Supplemental Item, Insurance/Bond, and Inspection tabs depends upon the
scope, nature and requirements of the permit application. The Notes and Alerts tabs may be
used with any permit application to capture other relevant information and generate
reminder messages to facilitate the processing of the application permit.

How to Create a New Permit Application

To create a new permit application record:

Step Action Results/Comments
1. :Select File | New Application from : The Application/Permit window appears with
the menu bar, or click the New the Application tab on top.

Application icon on the toolbar.
NOTE: When you first create the permit
application record, CHAMPS assigns an
application ID number to the record.
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Step Action

Results/Comments

2.

Enter information from the
Application for State Highway
Approach onto the Application tab.

Refer to How to Enter/Update Application
Information for information on required
fields on the Application tab.

NOTE: Only the Application tab is enabled
when you initially create a permit application
record. Upon entering all required data on the
Application tab and saving the record, the
other tabs become enabled.

Click the Save icon on the toolbar.

CHAMPS saves the permit application data.
If required data is missing, a message appears
advising you of the missing data. Click OK
to clear the message, and repeat step 2.

If all required data is complete, a message
appears prompting you to enter property
information on the Property tab. Click OK to
clear the message.

Select the Property tab, and enter
information from the Application for
State Highway Approach.

Refer to How to Enter/Update Property
Information for information on required
fields on the Property tab.

Click the Save icon on the toolbar.

CHAMPS saves the property data. If
required data is missing, a message appears
advising you of the missing data. Click OK
to clear the message, and repeat step 4.

Select the other tabs and enter
information as available and
appropriate.

Refer to Section 5. The Application/Permit
Window for more information on all of the
tabs on the Application/Permit window.

After entering data on each tab, as
available and appropriate, click the
Save icon on the toolbar.

CHAMPS saves the entered data. If required
data is missing, a message appears advising
you of the missing data. Click OK to clear
the message, and enter the missing data.

NOTE: As you select a tab and enter data on
it, you must save the record before moving to
another tab. If you do not save the record, the
system prompts you to save the data before
moving to the selected tab.

7/5/2007
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Updating Existing Applications/Permits

CHAMPS does not require you to provide all required information at one time in order to
create a new application record. However, certain information is required to create and save an
application record or to complete certain actions. For example, to notify Right of Way of the
need to complete access control research for a proposed approach, specific application data
must have been entered. When required information is missing, CHAMPS prompts you for it.

For specific information about updating application/permit data, refer to Section 5. The
Application/Permit Window. It includes details on each of the tabs of the
Application/Permit window and how to update application/permit data.
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Grandfathered Recognition

If the applicant provides proof that the approach meets the criteria for grandfathered status,
generate letter #50 (Grandfathered Recognition) from the District Manager’s signature box.
This will change the status to GRA (Grandfathered). This is recognized as a legal approach
and the property owner has appeal rights. No fee ($0) is charged for grandfathered
recognition.
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Issuing Conditional Approvals

To issue a Conditional Approval, you use the Issue Permit window. See Figure 56 below.
Issue by selecting the ““Issue Conditional Approval® button.

For Conditional Approvals, all permit requirements, with the exception of the Land Use
Approval, must be satisfied. CHAMPS will run an edit check and notify you of any missing
information prior to issuance of this approval. If all requirements are not met, you will
receive the following error message:

Cannot issue permit E

@ The permit cannot be issued until the data issues are resolved, You may prink the error report andfor press Cancel, then proceed to correct the data,
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Issuing New Permits

Background
To issue a new permit, you use the Issue Permit window. See Figure 56 below. Not all
users have the authority to issue a permit or the same level of permit issuing authority.

For Approach permits, you may issue a Permit to Construct a State Highway Approach or a
Permit to Operate, Maintain and Use a State Highway Approach. The permit to construct
allows the applicant to build the approach to the highway, and upon inspection and approval
of the constructed approach, ODOT may issue a permit to use the approach. Refer to
Appendix B. Permit for Construction and Appendix C. Permit for Use for examples of
these two types of permits.

Figure 56. Issue Permit Window

fssuePermit X
Choose one then select Check Data
. . . Check Data |
£ lzzue Conditional Appraval = lssue Permit to Constuct = lssue Permit to Use
Eiirit Errors |
Application |d: | 4335 Permit Type: |A|:||:|roach Status: |Decision Entenzin  Permit Specialist: lm e |
Office: |Dist. 11 Klamath  County: |Marion Highwa: |U?2 Salem Milepoint; I 714
Applicant: IBDIIman Jim &pplizant Co: |DBEC Consulting Engineers ﬂl
Help |

rFY
Issue Errors

Tab Page Ermror

[

Prior to issuing a permit, the system completes a check of the permit application record to
verify that all required information and any required approvals have been entered. Any
missing information required to issue the permit appears as an error list on the lower portion
of the Issue Permit window.

71512007 Oregon Department of Transportation Section 6, Page 139



How to Issue Permits
To issue a permit:

Step

Action

Results/Comments

1.

Complete a search to locate the existing
permit application.

The Application/Permit window appears
displaying the selected application record.
Refer to Section 4. CHAMPS Search
Function for information on how to locate
a specific CHAMPS record.

2. |Select Permit | Issue Permit from the | The Issue Permit window appears.
menu bar or click the red checkmark
(v') on the toolbar.
3. Select the type of permit to issue: NOTE: A preliminary permit does not
e Issue Permit to Construct—A require insurance/bond information and
Permit Type message appears, does not have a permit number.
asking if the permit is a preliminary
permit to construct. Click Yes or The applicant or contractor must have
No, accordingly, and the message ~ : insurance in effect at the time the Permit
closes. to Construct is issued. If the insurance
e Issue Permit to Use—An Applicant: expires prior to the specified completion
Signature Box message appears, date, CHAMPS generates an alert for the
asking if a signature box is needed  Office of Maintenance and the permit
on the permit. Click Yes or No, specialist. This alert becomes active on the
accordingly and the message closes. : date the insurance expires.

4. :Click Check Data. CHAMPS completes a check of the permit
application record to identify any missing
required information.

5. | If required information is missing and | An error list of missing items appears on

the permit cannot be issued: the lower portion of the Issue Permit

e A message appears advising you of | window. The error list identifies the tab on
this. Click OK to clear the which the required information appears,
message. and describes the missing information.

e Click Print Errors to print the error
list to your designated printer.

e Click Close to close the Issue
Permit window and return to the
Application/Permit window.

e Update the permit application
record with the required missing
information.

e Repeat steps 2 through 4 until all
required information is complete
and the permit can be issued.
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Step Action

Results/Comments

6. If all required information is complete
and the permit can be issued, a message
appears prompting you to click Issue to
print the permit. Click OK to clear the

mesSage.

7. Click Issue to issue/print the permit. CHAMPS generates a permit number,

updates the application/permit status to
Approved, generates an alert to follow up
on bond release and final inspection, and
prints the permit documentation on your
designated printer. Refer to Table 23 for a
listing of the different items printed based
on type of permit issued.

A message appears asking if the Applicant
Signature Box is needed on the Provisions.
Click Yes or No accordingly. The
Provisions page prints on your designated
printer.

The Issue Permit window closes and the
Application/Permit window appears.

NOTE: Check the status in the bottom left
corner of the screen. Then wait for the
Application tab to be displayed with the
updated information before continuing.

Table 233. Permit Issuance Documents

Type of Permit Issued

Documents Automatically Generated by CHAMPS

Preliminary Construction

Preliminary Permit to Construct a State Highway Approach
Provisions
Standard Drawings

Construction

Permit to Construct a State Highway Approach
Construction Placard

Provisions

Standard Drawings

Transmit Construction Permit Letter (21)

Use

Permit to Operate, Maintain and Use a State Highway Approach
Provisions
Standard Drawings

NOTE: After issuing/printing a permit on the Issue Permit window, you may re-print the
permit (or a construction placard) from the Application/Permit window. Refer to Printing
Application/Permit Data for more information.
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Cloning an Existing Application/Permit

Background

When you clone an existing application or permit, the system copies the original
application/permit to create a new application. Neither the status of the original application
or permit matter, nor whether all required data has been entered on it. The original
application/permit remains unchanged from the cloning process, and any changes made to
the original application or permit after cloning it are not copied to the new application.

The cloning process copies most of the current data from the Application, General,
Specification and Provision tabs of the original application/permit to the new application.
The system also generates a new application ID number for the new application and sets its
status to pending. The cloning process does not copy the data from the other tabs on the
original application/permit to the new application.

This ability to clone an application/permit streamlines the permitting process in certain
permit situations. For example, ODOT may reconstruct a state road and rebuild every
driveway impacted by the construction. In this case, much of the permit data remains the
same.

The following fields are required in CHAMPS in order to save your application:

Last Name saved upon cloning
Hwy saved upon cloning
County saved upon cloning

Reason for Request  not saved upon cloning

NOTE: To clone a record, you must have the same level of security required for the
selected application/permit record to be cloned. For example, a user in District 02A cannot
clone an application/permit record from District 5 unless the user’s security level allows the
user to update CHAMPS records across districts.
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How to Clone an Existing Application/Permit

To clone an existing application or permit:

Step Action

Results/Comments

1.  Complete a search to locate the existing
application or permit you want to clone.

The Application/Permit window appears
displaying the selected application/permit.
Refer to Section 4. CHAMPS Search
Function for information on how to locate
a specific application/permit.

2. Select Edit | Clone Application from
the menu bar or click the Clone icon on
the toolbar.

The Clone Application window appears.
Refer to Figure 57 below.

NOTE: If you are cloning an application
(i.e., not a permit), the Clone Application
window opens and immediately closes. A
message appears advising you that a new
application has been created. Go to step 4.

NOTE: If the existing application/permit
has unsaved or missing required data, the
Clone Application window does not
appear. Instead a message appears
prompting you to save or complete the
data. Click OK to clear the message.
Save/Complete the data and then repeat
step 2.

3. Select the option to either supercede
(amend) the current permit or to copy
the current permit, and then click
Clone.

A message appears advising you that a
new application has been created.

NOTE: When you copy an existing
application, CHAMPS copies data from
the Application, General, Specification and
Provision tabs to the new application
record. When you supercede an existing
application/permit, CHAMPS copies all
data to the new application record except
that on the Inspection, Notes and Alerts
tabs.
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Step Action

Results/Comments

4. |Click OK to clear the message.

The Application/Permit window appears
with the Application tab on top.

NOTE: When you clone an application or
permit, CHAMPS creates a new
application with a new application ID
number, and copies the data from the
Application, General, Specification and
Provision tabs of the original
application/permit to the new pending
application.

5. | Enter or update information on the
Application tab, as applicable and
appropriate.

Refer to How to Enter/Update
Application Information for information
on required fields on the Application tab.

NOTE: Change all pertinent data to
accurately reflect the new application.

6. Click the Save icon on the toolbar.

CHAMPS saves the permit application
data. If required data is missing, a
message appears advising you of the
missing data. Click OK to clear the
message and repeat step 5.

7. Select the other tabs and enter/update
information, as available and
appropriate.

Refer to Section 5. The
Application/Permit Window for more
information on all of the tabs on the
Application/Permit window.

NOTE: Be sure to change all pertinent
data to accurately reflect the new
application.

8.  After entering/updating data on each

the Save icon on the toolbar.

tab, as available and appropriate, click

CHAMPS saves the entered/updated data.
If required data is missing, a message
appears advising you of the missing data.
Click OK to clear the message and enter
the missing data.

NOTE: As you select a tab and
enter/update data on it, you must save the
record before moving to another tab. If
you do not save the record, the system
prompts you to save the data before
moving to the selected tab.
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Figure 57. Clone Application Window

Clone Application I

Select one then click the Clone button

{* Chooze thiz option if you want to SUPERCEDE [amend] the current application

{~ Choosze this option if you just want to COPY the cumment application.

Clone | Canicel I Help
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Amending an Issued Permit

Background

Once a permit is issued, you cannot change any of the permit data, except for the data
captured on the Notes and Alerts tabs on the Application/Permit window. If you need to
make a change to an issued permit, you must amend the original permit. When you amend
an issued permit, you supercede (or replace) the existing permit with a new application. The
system automatically copies the entire record of the original permit (except Inspection,
Notes and Alert messages) and creates a new application with a pending status.

NOTE: You may only amend an issued permit. You may, however, clone (or copy) any
application or permit. Refer to Cloning an Existing Application/Permit for more information.

This ability to amend a permit after it is issued may be used when:

e The insurance policy has expired
e The applicant is unable to comply with construction requirements

e The permit to construct is issued to a developer but the corresponding permit to use is
issued to a public agency (e.qg., city or county)

NOTE: To amend an issued permit, you must have the same level of security required for
the selected permit record to be amended. For example, a user in District 02A cannot
amend a permit record from District 5 unless the user’s security level allows the user to
update CHAMPS records across districts.

NOTE: After issuing the new (amended) permit, you should cancel the original permit.
Refer to Canceling Permits for more information.

How to Amend an Issued Permit
To amend an issued permit:

Step Action Results/Comments
1. i Complete a search to locate the existing | The Application/Permit window appears
permit you want to amend. displaying the selected permit. Refer to

Section 4. CHAMPS Search Function
for information on how to locate a specific
permit.

2. Select Edit | Clone Application from - The Clone Application window appears.
the menu bar or click the Clone icon on - Refer to Figure 57 above.

the toolbar.
3. Select the option to supercede (amend) A message appears advising you that a
the current permit and click Clone. new application has been created.
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Step Action

Results/Comments

4. |Click OK to clear the message.

The Application/Permit window appears
with the Application tab on top.

NOTE: When you amend a permit,
CHAMPS creates a new application with a
new application ID number and copies all
of the data from the original permit (except
Inspection, Notes and Alerts) to the new
pending application.

5. Enter or update the amended permit
information on the Application tab.

Refer to How to Enter/Update
Application Information for information
on required fields on the Application tab.

NOTE: Be sure to change all pertinent
data to accurately reflect the new

- application.

6. Click the Save icon on the toolbar.

CHAMPS saves the application data. If
required data is missing, a message
appears advising you of the missing data.
Click OK to clear the message, and repeat
steps 5 and 6.

7. :Select the other tabs and enter/update
information, as available and
appropriate.

Refer to Section 5. The
Application/Permit Window for more
information on all of the tabs on the
Application/Permit window.

NOTE: Be sure to change all pertinent
data to accurately reflect the new
application.

8.  After entering/updating data on each

tab, as available and appropriate, click

the Save icon on the toolbar.

CHAMPS saves the entered/updated data.
If required data is missing, a message
appears advising you of the missing data.
Click OK to clear the message, and enter
the missing data.

NOTE: As you select a tab and
enter/update data on it, you must save the
record before moving to another tab. If
you do not save the record, the system
prompts you to save the data before
moving to the selected tab.
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Voiding Applications

Background

ODOT may void an approved application before issuing a Permit to Construct a State
Highway Approach because it is incomplete, was withdrawn by the applicant, was
mistakenly entered within CHAMPS or other reasons.

NOTE: You cannot void an application with a Grandfathered status or an issued permit. In
these cases, you would cancel the application or issued permit. Refer to Canceling Permits

for more information on this process.

Once an application record has been voided, you cannot update it except for the information
on the Notes and Alerts tabs. You may view the information on the other tabs, but cannot

update it.

In addition, you may clone a voided application. Refer to Cloning an Existing

Application/Permit for more information.

How to Void an Application
To void an application:

Step Action

Results/Comments

1.  Complete a search to locate the existing

application.

The Application/Permit window appears
with the Application tab on top. Refer to
Section 4. CHAMPS Search Function
for information on how to locate a specific
CHAMPS record.

2.  Status—Select Void from the drop-
down menu, as appropriate.

Refer to Table 15. Application/Permit
Status Definitions for a listing of these
status options and when to use them.

3. Status Reason—Select the reason for
the voided status from the drop-down
menul.

The list of reasons on the drop-down menu
varies based upon the selected Status.

4. < Click the Save icon on the toolbar to
save the change to the status of the
application.

CHAMPS updates and saves the
application. If required data is missing, the
system prompts you to complete the
required fields before saving the record.

5. :Select the Notes or Alerts tab on the
Application/Permit window to

to perform the next function you want
to perform.

enter/update or use the menu or toolbar
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Denying Applications

Background

ODOT may deny an application for an approach because of the geometry of the approach,
the existence of an alternative access, a deviation, crash history or other reasons. Per SB957,
ODOT must document in writing the basis for all decisions to deny a permit and to provide
this documentation (of findings) to the denied applicant.

NOTE: You cannot deny an application with a Grandfathered status or an issued permit.
In these cases, you would cancel the application or issued permit. Refer to Canceling
Permits for more information on this process.

Once an application has been denied, you cannot update the CHAMPS record except for the
information on the Notes and Alerts tabs. You may view the information on the other tabs,
but cannot update it.

In addition, you may clone a denied application. Refer to Cloning an Existing
Application/Permit for more information.

NOTE: If the applicant appeals a denied application, contact the System Administrator in
order to update the application status to reflect the appeal.
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How to Deny an Application

You may use either the letter generation or manual process to set an application to Denied status.

To deny an application using the letter generation process:

Step

Action

Results/Comments

1.

Complete a search to locate the existing
application.

The Application/Permit window appears
with the Application tab on top. Refer to
Section 4. CHAMPS Search Function
for information on how to locate a specific
CHAMPS record.

2. Select Miscellaneous | Start MS Word | A list of available letters appears.
| For District Manager Signature (or
For Technical Services Manager
Signature, as applicable) from the
menu bar.

3. Select (12) Denial with Right to The Create a Document or Preview a
Administrative Hearing (or (30) Template window appears.

Notice of Denial of Grant of Access,

as applicable) from the list of available - NOTE: If data required to generate the

letters. letter is missing from the
application/permit record or the desired
letter is out of sequence, a dialog box
appears advising you of this. Click OK to
return to the Application/Permit window.

4. | Click Create to generate a denial letter | The system opens a new document using
with all of the applicant information Microsoft Word.
completed.

5. Modify, print and/or save the letter, as : TIP! If you are unfamiliar with how
desired. Microsoft Word works, select Help on the

Microsoft Word menu bar in order to
access its online help system.

6. :Return to Application/Permit window. : The status will be updated to Denied.

7. :Status Reason—Select the reason for : The list of reasons on the drop-down menu
the denied status from the drop-down varies based upon the selected Status.
menu.

8. Click the Save icon on the toolbar to CHAMPS updates and saves the
save the change to the status of the application.
application.

9. Select the Notes or Alerts tab on the
Application/Permit window to
enter/update or use the menu or toolbar
to perform the next function you want
to perform.
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To manually deny an application (outside the letter generation process):

Step

Action

Results/Comments

1.

Complete a search to locate the existing
application.

The Application/Permit window appears
with the Application tab on top. Refer to
Section 4. CHAMPS Search Function
for information on how to locate a specific
CHAMPS record.

2. Select the General tab.

3. :Status—Select Denied from the drop- :Refer to Table 15. Application/Permit
down menu, as appropriate. Status Definitions for a listing of these

status options and when to use them.

4. -Status Reason—Select the reason for - The list of reasons on the drop-down menu
the denied status from the drop-down varies based upon the selected Status.
menu.

5.  Click the Save icon on the toolbar to CHAMPS updates and saves the
save the change to the status of the application. If required data is missing, the
application. system prompts you to complete the

required fields before saving the record.

6.  Select the Notes or Alerts tab on the
Application/Permit window to
enter/update or use the menu or toolbar
to perform the next function you want
to perform.
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Expiring Applications

Background
ODOT may expire an application for an approach:

e |f the applicant fails to provide supplemental documents within the specified
timelines.

e When the applicant fails to provide proof of insurance.

e When the applicant does not accept the conditions for approval.

e After 120 days of inactivity by the applicant.

Once an application has been expired, you cannot update the CHAMPS record except for the
information on the Notes and Alerts tabs. You may view the information on the other tabs,
but cannot update it.

In addition, you may clone an expired application. Refer to Cloning an Existing
Application/Permit for more information.

NOTE: If the applicant appeals an expired application, contact the System Administrator in
order to update the application status to reflect the appeal.

How to Expire an Application

To expire an application:

Step Action - Results/Comments
1. - Complete a search to locate the existing : The Application/Permit window appears
application. with the Application tab on top. Refer to

Section 4. CHAMPS Search Function
for information on how to locate a specific
CHAMPS record.

2. Select Miscellaneous | Start MS Word ° A list of available letters appears.
| For Permit Specialist Signature from
the menu bar.

3. Select (10) Notice of Expiration, The Create a Document or Preview a

Incomplete Supplemental Docs, (65) - Template window appears.

Expiration of Approval or (76)

Expiration (Generic), as applicable, NOTE: If data required to generate the

from the list of available letters. letter is missing from the
application/permit record or the desired
letter is out of sequence, a dialog box
appears advising you of this. Click OK to
return to the Application/Permit window.

4.  Click Create to generate an expiration : The system opens a new document using
letter with all of the applicant Microsoft Word.
information completed.
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Step Action Results/Comments

5. Modify, print and/or save the letter, as  TIP! If you are unfamiliar with how
desired. Microsoft Word works, select Help on the
Microsoft Word menu bar in order to
access its online help system.

6. Return to the Application/Permit The status will be updated to Expired.
window.

7. - Click the Save icon on the toolbar to CHAMPS updates and saves the
save the change to the status of the application.
application.

8. : Select the Notes or Alerts tab on the
Application/Permit window to
enter/update or use the menu or toolbar
to perform the next function you want
to perform.

NOTE: You may manually change the application status to Expired, however, this is not
captured in the Status History and is not recommended.
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Canceling Permits

Background

ODOT may cancel an approved Permit to Construct a State Highway Approach for a variety
of reasons including deficient construction, closure of the approach, amendment of an
existing permit and other reasons. You cancel a permit on the Cancel Permits window.
Refer to Figure 58 below.

Figure 58. Cancel Permit Window

Cancel Permit I
Haz the permit been zupercedead? I 1 Yes: @ NG Superceding Permit Mumber: I
Reazon for canceling thiz permit: | |:|

— Superceding Permit [nfo

Applicant Mame: I

Highusay: I

Statusz: |

Statuz Date; IEIEI;"EIEI;"EIEIEIEI

NOTE: You can cancel an application only if it has a Approved status. Otherwise, you
would deny, void or expire an application. Refer to Voiding Applications, Denying
Applications and Expiring Applications for more information on these processes.

Once you cancel an approved permit or an application with an Approved status, you cannot
update the CHAMPS record except for the information on the Notes and Alerts tabs. You
may view the information on the other tabs, but cannot update it.
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How to Cancel a Permit
To cancel an approved/issued permit:

Step Action

Results/Comments

1.  Complete a search to locate the existing : The Application/Permit window appears
permit or application record. with the Application tab on top. Refer to
Section 4. CHAMPS Search Function
for information on how to locate a specific
; . CHAMPS record.
2. Select Permit | Cancel Permit from the : The Cancel Permit window appears. Refer
menu bar or click the Cancel Permit to Figure 58 above.
icon (X) on the toolbar.
NOTE: Preliminary Permits that have
been issued can be canceled once they
have a status of Preliminary Issued.
Previously only permits with a status of
Approved to Construct or Approved to Use
could be canceled.
3. | Has the Permit Been Superceded?— | If you select Yes, you must enter the
If you are canceling this permit because | permit number of the superceding (or
it has been replaced by another permit, |replacement) permit. Refer to step 4.
select Yes. Otherwise, select No.
4. |Superceding Permit Number—Enter | Enter the permit number not the
the number of the permit superceding | application ID number.
(or replacing) the permit you are
canceling. NOTE: This field only applies if you are
superceding the cancelled permit with
another permit.
5. Reason for canceling this permit— If the permit has been superceded, the
Select the reason for the canceled status - system automatically defaults the
from the drop-down menu. Choices cancellation reason to Superceded.
include:
e Closure
e Combined through Indenture
e Deficient Construction
e Expired .
o Jurisdictional Transfer NOTE: A Grandfathered permit may be
o Superceded canceled because it is considered a legally
e Other (Explained in Notes) constructed approach.
6. Click Close to close the Cancel Permit  The Cancel Permit window closes and
window without canceling the permit. returns to the Application/Permit window.
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Step Action Results/Comments

7. | Click Cancel Permit to cancel the CHAMPS cancels the permit, closes the
permit. Cancel Permit window and returns to the
Application/Permit window. If required
data is missing, the system prompts you to
complete the required fields before
canceling the permit.

8.  Select the Notes or Alerts tab on the
Application/Permit window to
enter/update or use the menu or toolbar
to perform the next function you want
to perform.

NOTE: You cannot cancel an UPERMIT from CHAMPS; this must be done using the old
method of notification to Access & Utility Permit Specialist in TSB/Operations.
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Printing Application/Permit Data

Background
With any application/permit, your print options depend upon the currently selected tab on
the Application/Permit window and the status of the selected application/permit.

When you are on the Application or General tab, the print process provides you with the
options to print the contents of the tab, a worksheet for the selected application, a preview of
the permit to construct or, if a permit has been previously issued, the option to print the
permit or a construction placard. In addition to these options you may also print a Right of
Way fax cover or worksheet, create a Right of Way e-mail or refund request. Refer to
Figure 59 below.

Figure 59. Print Menu Window

Print Menu x|

—What do you wizh to print?

{* Contents of this tab page

" Application Warksheet

" Preliminany Construction Specification

= Permit to Cornstruct
Select the item you want to print

and click Print. You may only
select one item at a time to
print.

" Constuction Placard <€———

= Permit ko Usze

= Right-of-way Fax Cowver
" Right-of-way Wark Sheet
{~ Create Right-of-way E-tail

{~ Create Fefund Request

Errirt I Cloze

NOTE: The Print Menu window only appears if you initiate the print process on the
Application or General tab of the Application/Permit window.

NOTE: When you issue a permit for construction, CHAMPS automatically prints the
construction permit, the provisions, standard drawings, construction placard and transmittal
letter. When you issue a permit to use, CHAMPS automatically prints the permit, provisions
and standard drawings. Refer to Issuing Conditional Approvals
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To issue a Conditional Approval, you use the Issue Permit window. See Figure 56 below.
Issue by selecting the ““Issue Conditional Approval® button.

For Conditional Approvals, all permit requirements, with the exception of the Land Use
Approval, must be satisfied. CHAMPS will run an edit check and notify you of any missing
information prior to issuance of this approval. If all requirements are not met, you will
receive the following error message:

Cannot issue permit

@ The permit cannot be issued until the data issues are resolved. You may print the error report andfor press Cancel, then proceed to correct the data.

Issuing New Permits for more information on the permit issuance process.

When you are on the Provision tab, the print process automatically prints the permit
provisions. This is the same document that prints when you issue a permit.

When you are on any of the other tabs, the print process automatically prints the contents of
the tab.

NOTE: To print a blank Application for State Highway Approach for a permit applicant to
complete, select Miscellaneous | Print Forms. The Print Forms window appears. Select
Application Form and click Print. The system prints the blank form to your designated printer.

How to Print Application/Permit Data
To print permit/application data or permits:

Step Action Results/Comments

1.  On the Application/Permit window for - NOTE: The preliminary construction
the selected application/permit, select - specification includes all standard and
the appropriate tab based upon what custom provisions that have been specified
you want to print: for this permit. Printing this does not lock
e Select the Application or General the application/permit data.
tab to print the contents of it, an
application worksheet, a preliminary NOTE: All of the property owners listed
construction specification, the on the application will be printed on the
Permit to Construct, a Construction - following documents:
Placard, a Permit to Use, a Right of Preliminary construction specification
Way fax cover or worksheet, or to Permit to Construct
create a refund request or Right of Permit to Use
Way e-mail. Right of Way fax cover
. Selec_t the P_ro_vision tab to print the Right of Way worksheet
permit provisions.
e Select any other tab to print the
contents of the selected tab.
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Step Action

Results/Comments

2. | After selecting the appropriate tab, use
one of the following methods to activate
the print process:

Select File | Print from the menu
bar, or

Press CTRL+P, or

Click the Print icon on the toolbar

If you are on the Application or General
tab, the Print Menu window appears. Go
to step 3.

If you are on any other tab, the Print
window appears. Go to step 6.

3. On the Print Menu window, select the
item you want to print:

Contents of this tab page—
Application/permit information as it
is appears on the General tab
Application Worksheet—
Worksheet of the permit application,
with data from the General,
Property, Insurance/Bond and
Findings tabs

Preliminary Construction
Specification—Permit in any form
prior to issuing it

Permit to Construct—Permit to
Construct a State Highway
Approach

Construction Placard—Permit
construction placard

Permit to Use—Permit to Operate,
Maintain and Use a State Highway
Approach

Right of Way Fax Cover—Fax
cover letter that contains all of the
information Right of Way needs to
begin its research

Right of Way Worksheet—
Worksheet that contains the same
data as the fax cover letter without
the fax information

Create Right of Way E-Mail—
This automatically creates and sends
an e-mail message to Right of Way
using Microsoft Outlook

Create Refund Request—This
automatically creates an e-mail
message, using Microsoft Outlook,
requesting a refund of a portion of
the application fee

Refer to Figure 59 for an illustration of the
Print Menu window. You may only select

to print one item at a time and not all items
may be enabled depending upon the status

of the application/permit.

NOTE: Refer to Appendices for
illustrations of the listed items.

NOTE: If you select Permit to Use, the
applicants’ copy and a copy for each
owner other than the applicant is printed.
In addition, you have the option of printing
it with or without an applicant signature
block.

NOTE: Refer to Creating Right of Way
Alerts for more information on notifying
Right of Way Engineering for access
control research.
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Step Action

Results/Comments

4. | Click Print to print the selected item (or
to create an e-mail).

If you selected to print Contents of this
tab page, the Print window appears.
Refer to Figure 60. Go to step 6.

Otherwise, CHAMPS sends the selected
item to print on the designated printer (or
creates and sends an e-mail). Go to step 5.

NOTE: To not print any item on the Print
Menu window, click Close to close the
window and return to the
Application/Permit window.

5.  Click Close to close the Print Menu
window.

The Print Menu window closes and returns
to the Application/Permit window.

6. - On the Print window, select the printer,
print range, and number of copies to
print, and click OK to print the selected
item.

NOTE: The Print window may appear
different than in Figure 60 dependent
upon your operating system.

CHAMPS sends the data to the designated
printer. The Print window closes and
returns to the Application/Permit window.

NOTE: To not print any item on the Print
window, click Cancel to close the window
and return to the Application/Permit
window.
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Figure 60. Print Window

General I
—Select Printer
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Ll

Print Cancel |

NOTE: The Print window appears if you initiate the print process on any of the tabs other

than the Application or General tab of the Application/Permit window.
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Central Highway Approach/Maintenance Permit System (CHAMPS) User Guide v. 2.10

Section 7. CHAMPS Alert Function

This section provides information on the following:

e Background
e Creating Alerts on the Alerts Window

e Updating Alerts on the Alerts Window
e (Closing Alerts from the Alerts Window
e Creating Right of Way Alerts

71512007 Oregon Department of Transportation Section 7, Page 163



Background

When you first logon to CHAMPS, if you have any active alert messages, the Alerts window
appears listing these messages for you. Refer to Figure 61 below. These messages may be:

[ ]
[ ]

application/permit
[ J

application/permit
[ ]

Messages you created in regard to a specific application/permit
Reminders you entered on the Alerts window unrelated to any specific

Alert messages created by another user and sent to you in regard to a specific

System-generated alert messages related to a specific application/permit

NOTE: If you log in to CHAMPS and have no active alerts, the Alerts window does not
appear. Instead, the Search tab on the Application/Permit window appears. Refer to
Section 4. CHAMPS Search Function for more information about the Search tab.

For an alert message to be active (and appear on the Alerts window when you initially log in
to CHAMPS), the Date of the alert must be on or before the current date and the Stop
Reminder flag must be set to No.

NOTE: Alert messages with the Stop Reminder flag set to Yes (no matter what the Date
of the alert) do not appear on the Alerts window when you initially log on to CHAMPS.

Figure 61. Alerts Window
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Viewing Alerts

The Alerts window is not the same as the Alerts tab on the Application/Permit window. The
Alerts window displays all alert messages for you, while the Alerts tab only displays
messages specific to the selected application/permit.

Although the Alerts window automatically appears and displays all active alerts when you
log in to CHAMPS, you may want to view all alerts, both active and inactive, or you may
only want to view those alerts associated with a specific application/permit.

To view all of your alerts, both active and inactive, select Miscellaneous | All Alerts on the
menu bar. The Alerts window appears, listing all of your active alerts in date created order,
followed by all of your inactive alerts in date created order.

To view only active alerts, select Miscellaneous | Active Alerts on the menu bar. The
Alerts window appears, listing only your active alerts in date created order.

To view the alerts associated with a specific application/permit, access the desired
application/permit record and select the Alerts tab. Refer to Section 4. CHAMPS Search
Function for information on how to locate a specific record. Refer to Section 5. The
Application/Permit Window for more information on the Alerts tab.

System-Generated Alerts

CHAMPS automatically creates alerts at specific points within the application/permit
process (e.g., when you enter a specific completion date for a permit). These system-
generated alerts appear on the Alerts window and also on the Alerts tab of the corresponding
application/permit record. Refer to Table 24 for a listing of the system-generated alert
messages.

User-Generated Alerts

You may manually create an alert for any reason, related or unrelated to a specific
application/permit. For example, you may want a reminder to contact a customer who is
currently on vacation. In addition, another user may create an alert related to a specific
application/permit and send this alert to you. All of these types of user-generated alerts may
appear on the Alerts window.
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Table 244. System-generated Alert Messages

Alert

Type

Code Title Text

ACC Application Accepted The 30 days you have to request supplemental items for this
Application ends on MM/DD/YYYY.

ADT Excessive ADT This application for an approach to a state road falls into the
complex category because the average daily trips exceeds
599,

CAP Conditional Approval This Application has only been Conditionally Approved
MM/DD/YYYY.

CPA Contract Plans Accepted The 60 days you have to issue a preliminary Permit to
Construct ends on MM/DD/YYYY.

DEC Decision The Permitting Decision for this application must be made by
MM/DD/YYYY.

EST Engineering Station The Engineering Station, on the Specification Tab, has been
changed after the Right-of-Way research was performed.

EXP Permit Expiration The specified completion date for this permit is MM/DD/YYYY.
Please follow up on bond release and final inspection.

EXT Temporary Permit Expire The specified completion date for this temporary permit is
MM/DD/YYYY. Please follow-up to cancel permit and close
approach.

HMP Highway Mile Point The Highway Milepoint, on the Specification Tab, has been
changed after the Right-of-Way research was performed.

101 Insurance/Bond Changes | Insurance and/or bond data were modified. Please review.

102 Insurance Expiration The Insurance Policy comes up for renewal on MM/DD/YYYY
which is before the specified completion date. Please verify
that insurance coverage has been continued.

PRC Property Review Complete : This property has been reviewed for access control, the
findings are in the Notes tab.

RWR R/W Research Please review this property for access control and update your
findings in the Notes tab.

SDE Highway Side The Highway Side, on the Specification Tab, has been
changed after the Right-of-Way research was performed.

SIR Supplemental Information : The 90 days you have to obtain Supplemental Information for

Requested this Application ends on MM/DD/YYYY.

TCP Technically Complete The application must be Deemed Complete by MM/DD/YYYY.

TLM Tax Lot Map Number The tax-lot-map-number, on the Property Tab, has been
changed after the Right-of-Way research was performed.

TLN Tax Lot Number The tax-lot-number, on the Property Tab, has been changed
after the Right-of-Way research was performed.

71512007 Oregon Department of Transportation Section 6, Page 166




Creating Alerts on the Alerts Window
On the Alerts window, you may create an alert unrelated to a specific application/permit.

NOTE: To create an alert related to a specific application/permit, you must use the Alerts
tab for the specific application/permit. For information on how to create an alert on the
Alerts tab of an application/permit, refer to Section 5. The Application/Permit Window.

To create an alert on the Alerts window:

Step Action

Results/Comments

1. - Access the Alerts window.

The Alerts window automatically appears
when you logon to CHAMPS if you have
any active alerts. To access it from
another window or tab within CHAMPS,
select Miscellaneous | All Alerts and the
Alerts window appears.

2. Alert—Enter the text of your message
“or reminder.

'NOTE: A blank row usually appears on
the Alerts window for you to enter the first
alert. 1f one does not appear or you need
to add a blank row for an additional alert,
_go to step 6.

3. Date—Enter the date you want the alert
to be activated or select a date from the
drop-down calendar.

Format is MM/DD/YYYY. The date must
be greater than or equal to the current date
(i.e., no past dates).

4. - Stop Rem—Select No.

If you select Yes, the alert message
deactivates and does not appear on the
Alerts window when you initially log on.

5.  Notify—Select the person to whom you
want to send the alert message from the
drop-down menu.

The default person to notify is the current
user.

NOTE: The drop-down menu only
includes the names of users listed in the
Database Management System (DBMS)
security groups.

6. Toadd a blank row for a new alert:
e Right click on the Alerts window.
A drop-down menu appears.
e Select Add or Insert from the drop-
down menu. A new row appears.
e Repeat steps 2 through 5 to create
additional alerts, as needed.

7. Click the Save icon on the toolbar to
save the alert(s).

8.  Click the Close [X] button in the upper
right-hand corner of the window to
close the Alerts window.
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Updating Alerts on the Alerts Window

On the Alerts window, you may modify or delete an alert related or unrelated to a specific
application/permit.

NOTE: For information on how to update an alert on the Alerts tab of an application or
permit, refer to Section 5. The Application/Permit Window.

To update or delete an alert on the Alerts window:

Step Action Results/Comments

1.  Access the Alerts window. The Alerts window automatically appears
when you logon to CHAMPS if you have
any active alerts. To access it from
another window or tab within CHAMPS,
select Miscellaneous | All Alerts and the
Alerts window appears.

2.  Select the alert message you want to
update/delete.

3. To modify the selected alert:

e Alert—Enter or update the text of
the message.

e Date—Update the date you want the
alert to be activated or select a date
from the drop-down calendar.
Format is MM/DD/YYYY. The
date must be greater than or equal to
the current date (i.e., no past dates).

e Stop Rem—Select No to have the
alert remain active and appear on
the Alerts window when you
initially log on. Select Yes to
deactivate the alert message so that
it does not appear on the Alerts
window when you initially log on.

e Notify—Change the person to
whom you want to send the alert
message.

e Repeat the above steps to update
other selected alert messages, as
needed.

4. To delete the selected alert:

e Right click and select Delete from
the drop-down menu.

e Repeat the above steps to delete
other selected alert messages, as
needed.
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Step Action Results/Comments

5. Click the Save icon on the toolbar to
save the change(s) to the alert.

6. : Click the Close [X] button in the upper
right-hand corner to close the Alerts
window.
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Closing Alerts from the Alerts Window

Alerts continue to appear on the Alerts window when you initially log on to CHAMPS until
you set the Stop Reminder flag to Yes. To deactivate or close an alert and prevent it from
continuing to appear on the Alerts window when you log on, you need to manually re-set the

Stop Reminder flag.
To deactivate or close an alert:
Step Action Results/Comments
1. : Access the Alerts window. The Alerts window automatically appears
when you logon to CHAMPS if you have
any active alerts. To access it from
another window or tab within CHAMPS,
select Miscellaneous | All Alerts and the
Alerts window appears.
2. Select the alert message you want to
close or deactivate.
3. Stop Rem—Select Yes. If you select No, the alert message remains
active and continues to appear on the
Alerts window when you initially log on.
4.  Repeat steps 2 through 3 to deactivate
each alert, as needed.
5.  Click the Save icon on the toolbar to
save the change(s) to the alert(s).
6. Click the Close [X] button in the upper

right-hand corner of the window to
close the Alerts window.

For information on how to close or deactivate an alert on the Alerts tab of the
Application/Permit window for a specific application/permit, refer to Section 5. The
Application/Permit Window.

7/5/2007
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Creating Right of Way Alerts

Background

Confirmation of access rights is key to evaluating an Approach application and should be
obtained as early in the application/permit process as possible. There are several methods
that you may use to notify Right of Way Engineering and provide them with the information
they need to complete their research for access rights for a specific Approach application.
You may:

e Generate a CHAMPS alert

e Generate an e-mail message using Microsoft Outlook to electronically send the needed
information to Right of Way

e Print a fax cover in order to fax the needed information to Right of Way

e Print a worksheet to mail or deliver the needed information to Right of Way

In addition to a tax lot map, Right of Way needs to receive the following information to
complete its research:

e Right of Way map number

EA/Subjob

Tax lot number

Tax lot map number—township, range and section
Engineering station

Milepoint

Side of highway

CHAMPS captures this required information on the Application, Property and General tabs
of the Application/Permit window. For additional information on these tabs, refer to
Section 5. The Application/Permit Window.

NOTE: If no access rights to the state highway are found during the Right of Way research,
use letter (05) Application Not Accepted, No Access Rights to notify the applicant that a
grant may be required in order to continue processing the approach request. For more
information on grants, go to: http://intranet.odot.state.or.us/tstrafmgt/Pubs/grantaccess.pdf.

How to Create Right of Way Alert

You may generate an alert to Right of Way Engineering for a specific permit application
from the Property tab of the Application/Permit window. This function allows you to
control when the alert will be sent to Right of Way to notify them to begin their research.
For example, you should alert Right of Way as soon as the tax lot map and required data are
available and again when any of the key data elements are changed after the Right of Way
research has been performed.
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NOTE: Changing any information specific to the approach location will re-alert Right of
Way and require additional check off. An entry on the Notes tab, describing the change and
reason for it (e.g., mile point changed from 16.20 to 16.23), plus an e-mail might benefit
Right of Way.

To create a CHAMPS alert to Right of Way Engjneering:

Step Action

: Results/Comments

1. Onthe Property tab of the specific If required data is missing, an error
permit application, click Alert R/W. message appears.
If all required data is complete, a message
appears advising that Right of Way has
been alerted to review the property for
access control. Go to step 7.
2. :Click OK to close the error message. The Alert Right of Way window appears
listing the missing data. Refer to Figure
62.
3. Click Print Errors to print the error This automatically prints the error report to
report. your designated printer.
4. Click Close to close the Alert Right of
Way window and return to the Property
tab.
5. Update the permit application record to
include all required data and click the
Save icon on the toolbar to save the
- change(s) to the record.
6. Repeat steps 1 through 5, as needed,
until all errors have been resolved.
7. - Click OK to close the message.
8. | Click Close to close the Alert Right of
Way window and return to the Property
tab.
9.  Select the Alerts tab to view the Right
of Way alert.
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Figure 62. Alert Right of Way Window

Alert Right-of-Way =
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Help |
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Findings The E&/Subjob iz mizsing. Specify the ADT for this approach.
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Property The Tax Lot Murmber iz mizsing.
Property The Tawnship iz mizsing.
Property The Range is mizsing.
Property The Section iz mizzing.
(CHARIPS - d_rpt_alert_err Fage 1of1 Printed: OBf2E882003

How to Generate Right of Way E-mail

Using CHAMPS, you may automatically create an e-mail message to Right of Way that
contains the required application/permit information needed to complete their research. You
may want to use this option when you have the tax lot map in electronic format and are able
to send it as an attachment to the e-mail message.

To generate an e-mail message to Right of Way:

Step Action - Results/Comments
1. Select Miscellaneous | Create Right of  CHAMPS launches Microsoft Outlook and
Way E-mail from the menu bar automatically creates an e-mail request to
or Right of Way Engineering that contains the

From the Application or General tab of  required application/permit data, as

the specific permit application, select available.

File | Print from the menu bar to open

the Print Menu window, select Create - NOTE: CHAMPS does not verify that all
Right of Way E-mail and click Print required information is complete.
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Step Action Results/Comments

2. | Complete and send the e-mail message | If you have the tax lot map in electronic
to Right of Way. format, you may attach it to the e-mail
message.

TIP! If you are unfamiliar with how
Microsoft Outlook works, select Help on
the Microsoft Outlook menu bar in order to
access its online help system.

NOTE: In addition to manually sending an e-mail message to Right of Way Engineering,
CHAMPS automatically sends e-mail messages to various individuals throughout the
application/permit process. Refer to Table 25 for a listing of these system-generated e-mail
messages.
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Table 255. System-generated E-mail Messages

E-Mail Title Sent To Generated When

Land Use Regional Planning Application data contains a conditional use permit number or land
Development use case number. The message specifies which application "has
Coordinator some land use actions pending."

Deemed Permit Specialist Application needs to be Deemed Complete. The message

Complete indicates which application "needs to be deemed complete by" the

specified date.

NOTE: This message is not currently active due to the inability to
delay the sending of the message until the target date is reached.

Supplemental
Information
Requested

Permit Specialist

Supplemental Items need to be received. The message indicates
- the application that "needs to have the Supplemental Items
: received by" the specified date.

NOTE: This message is not currently active due to the inability to
: delay the sending of the message until the target date is reached.

Decision

Permit Specialist

Permitting decision needs to be made. The message indicates
which application "needs to have the Permitting Decision made
by" the specified date.

NOTE: This message is not currently active due to the inability to
delay the sending of the message until the target date is reached.

Mitigation

Access Management
Appeals Coordinator

Application has been approved with mitigation. The message
indicates which application "has been approved with mitigation."

NOTE: This message is not currently active.

Conditional
Approval

Permit Specialist

Application has not received final approval. The message
indicates that the application "has only been conditionally
approved. It should have the final Permitting Decision made by"
the specified date.

NOTE: This message is not currently active due to the inability to
delay the sending of the message until the target date is reached

ADT

Regional Access
Management
Engineer (RAME),
District Manager and
Regional Planning
Development
Coordinator

Application "falls into the complex category because the average
daily trips exceeds 599."

Sight Distance

RAME

Sight distance for the specific approach is deficient. The message
indicates which application "has one or more sight distances that
are less than the required sight distance.”

Deviation

RAME

Application has deviation. The message indicates which
application "has a deviation from the standard spacing for this
approach."”

Deviation
Data Changed

RAME

Data on the Findings Tab used to calculate deviation has been
changed since the RAME deviation override checkbox was
checked. The message indicates which application "has had one
or more of the deviation calculation values changed since the
RAME Deviation Apprv. checkbox was checked."

7/5/2007
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How to Print Right of Way Fax Cover or Worksheet

Using CHAMPS, you may automatically generate and print a fax cover or worksheet to send
to Right of Way Engineering that contains the required application/permit information they
need to complete their research. You should use one of these options when you have a
printed copy of the tax lot map to send to Right of Way.

To print a fax cover sheet or worksheet to send to Right of Way:

Step

Action

Results/Comments

1.

On the Application or General tab of the
specific permit application, select File |
Print from the menu bar.

The Print Menu window opens.

NOTE: Refer to Printing
Application/Permit Data for more
information about the Print Menu window.

2. Select Create Right of Way Fax The fax cover and worksheet contain the
Cover or Create Right of Way Work  required application/permit data, as
Sheet, accordingly. available. In addition, the fax cover
includes information for faxing the page to
Right of Way.
3.  Click Print. CHAMPS automatically prints the selected
item to your designated printer.
NOTE: CHAMPS does not verify that all
required information is complete.
4. Click Close to close the Print Menu
window and return to the
Application/Permit window.
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Central Highway Approach/Maintenance Permit System (CHAMPS) User Guide v. 2.10

Section 8. CHAMPS Letter Function

This section provides information on the following:

Background
Generating Letters from Existing Documents

Generating Letters from Templates
Generating Letters for Signature
Generating Attachments to Letters
Importing Documents
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Background

As part of the application/permit process, CHAMPS includes a function to generate specific
letters and attachments using Microsoft Word. This function allows you to create a new
letter or attachment with application/permit data automatically included within it or to open
a blank template that you may modify and complete as needed. Refer to Table 26 for a
listing of the existing letters and attachments that you may generate using CHAMPS.

In some instances, you use this letter-generation function in order to update the status of the
application/permit. Refer to How to Update Application/Permit Status for more information.

You access the letter generation feature from the Miscellaneous menu on the menu bar.
Refer to Figure 63 below. You must have an application or permit record selected in order
to use the letter generation function of CHAMPS.

Figure 63. Miscellaneous Menu—Start MS Word
Il CHAMPS (TEST)
File Edit Permit Tools Reports | Miscellaneous Launch  Window Help

DR G0, x Al

Active Alerts
Il Application/Permit for Stevidiein 5 == tId. = , Highway = 025
Search Application | P C eenily | soesiication | Erovision | | | N
Barc PR Taperty | Print Farms pecihication | TONISION | nzpechan | otes |
- Start M3 Word Existing Document
Apphcant —— Template
m rin Velope empia
---------- Create Right of Way E-Mail For Permit Spedialist Signature ¥
I Fee Estimator For District Manager Signature »
Street Address: |54'I 0 Hey 99N For Region Manager Signature  »
s |Eugene For Tech. Serv. Mar. Signature ¥ ﬂ
Attachment to Letters L =
Phare: |[541] E30-3456 i L

NOTE: To print an envelope addressed to the applicant, select Miscellaneous | Print
Envelope from the menu bar.

NOTE TO RAME?’s: If you are attempting to generate a letter from the Permit Specialist’s
menu, be sure to enter a District on the Application tab to allow CHAMPS database to select
your name for the signature block.
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Table 266. Available CHAMPS Letters and Attachments

Use Letter Process

No. [ Letter/Attachment Name to Update Status
Letters for Permit Specialist Signature
01 Application Information Package No
02 Application Accepted Yes
03 Notice of Incomplete Application No
04 Application Not Accepted, Indenture No
05 Application Not Accepted, No Right of Access No
06 Schedule Meeting No
08 Reminder of Supplemental Documentation No
10 Notice of Expiration, Incomplete Supplemental Documentation Yes
11 Conditional Approval Yes
13 Request for Time Extension Yes
15 Approval of Approach with Preliminary Construction Specifications No
17 Approval of Approach, Construction Drawings Needed Yes
20 Transmit Preliminary Construction Specifications No
21 Transmit Final Construction Permit No
23 Notice of Satisfactory Construction No
32 Transmit Temporary Use Permit No
38 Time Extension Agreement (Generic) Yes
49 Deemed Complete Yes
65 Expiration of Approval Yes
66 Approval of Application for a TEMPORARY State Highway Approach No
67 Void Approval Yes
68 Construction Plans Accepted for State Highway Approach Yes
69 Application Not Accepted, Freeway or Ramp Yes
72 Fee Calculation Yes
73 Notice of Pending Expiration No
74 Notice of Incomplete Supplemental Documentation No
75 Reminder of Expiration (Generic) No
76 Expiration (Generic) Yes
77 Additional Documentation Required No
Letters for District Manager Signature
07 Supplemental Documentation Required Yes
12 Denial with Right to Administrative Hearing Yes
16 Approval of Approach with Mitigation No
24 Notice of Deficient Construction No
26 Second Notice of Construction Deficiency No
27 Notice of Removal of Unpermitted Approach and Appeal Options No
28 Notice of Modification / Removal of Unpermitted Approach within No
Project Limits Approach
29 Notice of Removal of Approach within Project Limits and Appeal No
Options
33 Notice of Removal of Unpermitted Approach No
36 Change of Use of Approach (Removal) No
50 Grandfathered Recognition Yes
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Use Letter Process to

No. Letter/Attachment Name Update Status
Letters for Region Manager Signature
31 Region Review Denial Upheld No
34 Collaborative Discussions Denial Upheld No
Letter for Technical Services Manager Signature
30 Notice of Denial of Grant of Access Yes
Attachments to Letters
09 Time Extension (Supplemental Documentation) Yes
14 Time Extension (Specified Completion Date)* No
18 Construction Drawings and Plans Requirement No
19 Time Extension (Construction Drawings) No
22 Liability and Control OAR (Insurance and Performance Bond) No
25 Time Extension (Correct Deficient Construction) No
64 Change of Use No
70 Findings Report No
71 Approval Criteria No
73 Notice of Pending Expiration No

*When you generate attachment 14, Time Extension (Specified Completion Date), CHAMPS prompts you to
either specify the number of days to extend the current cutoff date or enter a new cutoff date.
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Generating Letters from Existing Documents

CHAMPS maintains a record of the letters generated for a specific application/permit. You
may view this list of letters on the Select Document to Open window. Refer to Figure 64
below. The file naming convention for system-generated letters is as follows: application
number (letter number) letter name {date}[sequence number].doc. For example, a letter may
have a file name of 190 (01) Application Information Package {2003-05-01} [3057].doc.

You may open an existing letter to view or reprint it, or to use it to create a new letter.

To generate a letter from an existing document:

Step

Action

Results/Comments

1.

Select Miscellaneous | Start MS Word
| Existing Document from the menu
bar.

The Select Document to Open window
appears with a listing of all the existing
documents. Refer to Figure 64 below.

The document name includes the
application number, the document name, a
unique sequential number and .doc suffix.
For example, 1166(01) Application
Information Package (3).doc.

2. Select the letter you want to open. The Refresh Data window appears. Refer
to Figure 65 below.
3. If the CHAMPS data has changed since - The Document Name window appears,
the letter was originally created and you - showing the name of the document. Refer
want to refresh the data in the letter, to Figure 66 below.
click Yes. Otherwise, click No.
The document name includes the
NOTE: To close the window without  application number, the document name, a
refreshing the data or generating the unique sequential number and .doc suffix.
desired letter, click Cancel. For example, 1166(01) Application
Information Package (3).doc.
4. -To reuse the document name, click Yes - The system opens the letter using
and any changes you make to the letter : Microsoft Word.
will be applied to the existing
document.
To create a new letter based on the
existing document, click No to create a
new document based upon the existing
letter.
5. Modify, print and/or save the letter, as : TIP! If you are unfamiliar with how
desired. Microsoft Word works, select Help on the
Microsoft Word menu bar in order to
access its online help system.
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Step Action Results/Comments

6. |Return to the Select Document to Open
window and click Refresh to update it
with any newly created letters.

7. :Click Close to close the Select
Document to Open window and return
to the Application/Permit window.

Figure 64. Select Document to Open Window

Il Select Document to Open iy =] 4|

‘\‘Select a document to open.

345 [00) Template 20030612 [3135] doc

Click on the document to be opened. Use Save to save your changes. The name of the new letter will be the application number, the document name,
a unigue zequential number and .doc
For example: 11EE [I01] Application Information Package [3].doc.  Close this window to return to the previous window.

Cloze I Refresh

Figure 65. Refresh Data Window

x|
Refresh Data

Update existing letter with new data.
Click "Refresh Data" to update the data in the document.

Click "Use Exrizgting Data" to open the document as iz

Refrezh Data |1ze Exizting Data Cancel
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Figure 66. Document Name Window

x

Document Name

Current Docurment Mame iz 4385 [03] Matice of [ncomplete Application
12006-02-13} [3934]. doc

Click "Reuse Document” to uze the existing document.

Click "Create Mew Docurment' ta create a new document.

Feuze Document Create Mew Document Cancel
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Generating Letters from Templates

In situations where the stock CHAMPS letters don’t meet the specific needs of an
application/permit, you may use a blank template to create a custom letter. When saving the
letter, use the following file naming convention: application number (letter number) letter
name {date}[sequence number].doc. For example, you may save the letter with a file name
of 190 (01) Application Information Package {2003-05-01} [3057].doc.

To generate a letter from a template:

Step

Action

Results/Comments

1.

Select Miscellaneous | Start MS Word

| Template from the menu bar.

The Create a Document or Preview a
Template window appears. Refer to Figure
67 below.

2.  Click Preview to view the document CHAMPS opens the template using

template. Microsoft Word and displays the blank
letter without any specific
application/permit data.
NOTE: To close the window without
taking any action, click Cancel.

3. Modify, print and/or save the letter, as : TIP! If you are unfamiliar with how
desired. Microsoft Word works, select Help on the

Microsoft Word menu bar in order to
access its online help system.

NOTE: The template document is read-
only and should be saved with another file
name to the following location:
\\scdata2\ChampsCor\Documents.

4. Return to the Application/Permit The Select Document to Open window
window and select Miscellaneous | appears with a listing of all the existing
Start MS Word | Existing Document : documents, including the newly created
from the menu bar. document. Refer to Figure 64 above.

5. :Click Close to close the Select
Document to Open window and return
to the Application/Permit window.
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Figure 67. Create a Document or Preview a Template Window

Create a document or Preview a template I
Create a document or Preview a template

Click the Create button o create a new document.
Click the Preview button to zee the document template.
Click the Cancel buttan ta exit with not action,

Create Presview Cancel
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Generating Letters for Signature

The stock CHAMPS letters are grouped according to the position associated with
creating/signing them, including the permit specialist, district manager, region manager and

technical services manager.

To generate a letter for signature by a specific position:

Step Action

Results/Comments

1. Select Miscellaneous | Start MS Word

from the menu bar and select from the
following:

e For Permit Specialist Signature

For District Manager Signature
For Region Manager Signature

For Tech. Serv. Mgr. Signature

A list of available letters appears. Refer to
Table 26.

2.  Select the letter you want to generate.

If the generation of the letter will change
the status of the application/permit, a
dialog box appears asking if you want to
save the change to the record.

NOTE: If data required to generate the
letter is missing from the
application/permit record or the desired
letter is out of sequence, a dialog box
appears advising you of this. Click OK to
return to the Application/Permit window.

3. Click Yes to change the status or No to

maintain the current status.

The Create a Document or Preview a
Template window appears. Refer to Figure

67 above.

4. | Click Create to create a new document.

CHAMPS creates a system-generated
letter, using Microsoft Word, that contains
application/permit data. The file naming
convention for system-generated letters is:
application number (letter number) letter
name {date}[sequence number].doc. For
example, a letter may have a file name of
190 (01) Application Information Package
{2003-05-01} [3057].doc.

NOTE: To close the window without
taking any action, click Cancel.

5. Modify, print and/or save the letter, as

TIP! If you are unfamiliar with how

desired. Microsoft Word works, select Help on the
Microsoft Word menu bar in order to
access its online help system.
71512007 Oregon Department of Transportation Section 8, Page 186




Step Action Results/Comments

6. Return to the Application/Permit The Select Document to Open window
window and select Miscellaneous | appears with a listing of all the existing
Start MS Word | Existing Document documents, including the newly created
from the menu bar. document. Refer to Figure 64 above.

7. | Click Close to close the Select
Document to Open window and return
to the Application/Permit window.
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Generating Attachments to Letters

To generate an attachment to a letter:

Step Action

Results/Comments

1.  Select Miscellaneous | Start MS Word
| Attachment to Letters from the menu

A list of available attachments appears.

bar.
2. :Select the attachment you want to The Create a Document or Preview a
generate. Template window appears. Refer to Figure

67 above.

3. i Click Create to create a new
attachment document or click Preview
to view an attachment template.

Using Microsoft Word, CHAMPS creates
a new system-generated attachment that
contains application/permit data or opens
the attachment template without any
application/permit data. The file naming
convention for attachment is: application
number (attachment number) attachment
name {date}[sequence number].doc. For
example, an attachment may have a file
name of 190 (09) Time Extension {2003-
05-01} [3057].doc.

NOTE: If data required to generate the
attachment is missing from the
application/permit record, a dialog box
appears advising you of this. Click OK to
return to the Application/Permit window.

NOTE: When creating attachment 14,
Extend Specified Completion Date,
CHAMPS prompts you to either specify
the number of days to extend the current
cutoff date or enter a new cutoff date.

NOTE: To close the window without
taking any action, click Cancel.

4. Modify, print and/or save the
attachment, as desired.

TIP! If you are unfamiliar with how
Microsoft Word works, select Help on the
Microsoft Word menu bar in order to
access its online help system.

NOTE: The template document is read-
only and should be saved with another file
name to the following location:
\\scdata2\ChampsCor\Documents.
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Step Action Results/Comments

5. Return to the Application/Permit The Select Document to Open window
window and select Miscellaneous | appears with a listing of all the existing
Start MS Word | Existing Document documents, including the newly created
from the menu bar. document. Refer to Figure 64 above.

6. |Click Close to close the Select
Document to Open window and return
to the Application/Permit window.
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Importing Documents

The Import Document function allows you to copy or move an existing Microsoft Word
document into the CHAMPS correspondence folder for use with a specific
application/permit record. To import a document, you must have the application/permit

record selected within CHAMPS.

To import a Microsoft Word document to the CHAMPS correspondence folder:

Step Action

Results/Comments

1. iComplete a search to locate and open
the existing application/permit record.

The Application/Permit window appears,
displaying the selected application record.
Refer to Section 4. CHAMPS Search
Function for information on how to locate
a specific CHAMPS record.

2.  Select File | Import Document from
the menu bar.

The Import File window appears. Refer to
Figure 68 below.

3. :Click Select File to select a Word file to

copy to the CHAMPS correspondence
file.

The File to be Imported window appears.
Refer to Figure 69 below.

NOTE: To close the Import File window
without taking any action, click Clese to
return to the Application/Permit window.

4. Locate and select the document to be
imported and click Open.

The File to be Imported window closes
and the Import File window appears.

5. Click Copy File to copy the selected
file to the CHAMPS correspondence
folder.

An information box appears to confirm
that the file has been imported. Click OK
to return to the Import File window.

6. Click Close to close the Import File
window and return to the
Application/Permit window.

To access/generate the letter from the
application/permit record, refer to
Generating Letters from Existing
Documents.

Figure 68. Import File Window

Import File Window

I1ze thiz window to copy a file into the CHAMPS
Cornezspondence Folder, The copied file will have
the Application Mumber appended to the front of it,
and a sequence number added to the end.

Select File | Cloze |

‘Capy File

7/5/2007
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Figure 69. File to be Imported Window

Select the name of tho fle o bo mpored.________ I
Look in: Ia.ﬁ.pplicatiun j gl

3 blkup 12-4-2002 @ applform.doc champs

3 December_12_2002 '@.ﬂ.pprnach Scratch Outline. doc champs Seiect he Microson Word
1 Pha @ approach_scratch.doc o @.nhamnf ocument you want to
|21 sql 6.5 wersion & CHAMPS HELP.HLP champs |  [import and click Open.
23 zql 7.0 wersion _@ champs. brmp champs

'@ applform old. doc E champs. exe champs

KN

i
File name: I Open I

Files of type: 4l Files (- | Cancel
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Central Highway Approach/Maintenance Permit System (CHAMPS) User Guide v. 2.10

Section 9. CHAMPS Report Function

This section provides information on the following:

e Background
e Generating Reports

e Generating CHAMPS Permits by Owner Report
e Generating UPERMIT Adopt-A-Highway Report
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Background

From CHAMPS you may generate reports based on permits issued using CHAMPS and

reports based on historical data within UPERMIT.

NOTE: Referto Section 3. Online Search and Reporting for information about the
online reporting capability that provides a method for individuals other than permit
specialists to generate reports from CHAMPS using an intranet-based tool. Anyone with
access to the ODOT intranet may access this tool to generate specific reports based upon

existing CHAMPS records.

The CHAMPS reports provide annual counts of permits issued (using CHAMPS) by Region,
Permit Type and Approach Type. You use the Permits Issued for Year window when you
generate any of these three reports. Refer to Figure 70 for an illustration of this window.

Figure 70. Permits Issued for Year Window

1 CHAMPS M= k3
File Edit Pemit Tools Reportts Miscellaneous Launch 'window Help
|G S X

! Permits lssued for Year =]

Flease enter the ywear for the annual report
The Year ===» |2DE|3 [y

 Heliieve

Oregon Department of Transportation
Permits Issued for Calendar Year 2003

Reg Dist Permit 2003 2002 2001
Type Total Total Total
1 APP 12 7 10
Dist. 024 Taotal 12 7 10
1 APP ] 0 0
Dist. 028 Taotal 0 0 0
CHAMPS d_rpt_permits_caunt_by_req Page 1 of 6 Printed: 0812402003 16:23

|Fleady

[E-24-0316:2318

You may also generate a CHAMPS report for permits by owner. You use the Permits by
Owner window to create this report. Refer to Figure 71 for an illustration of this window.
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Figure 71. Permits by Owner Window

: CHAMPS _[O) =]
File Edit Permit Tools Beports Miscellaneous Launch Window Help
& o & & X

i Permits by Owner M=l B3

List of Permit Appl

ications owned by:  [Ellen Beilstein

CHAMPS d_rpt_appl_owned by
1]

Betrieve I Reset |
CHAMPS Permit Applications =
Sort Save to File pp .
Owned by Ellen Beilstein
Appl Date/
Application Permit Mile Applicant/ Permit Specified
Number Mumber Dist County Hwy Point Company Type Status Comp Dt
221 04 Gilliam 293 13200 Approach  Pending 05/03/1333
245 04 HoodRiver 002w/ 4500 And Jones Smith Approach  Denied 03/15/1939  Ar
Smith, Smith and Smith Sn
248 10 04  Clackamas 002w BE.0D sdfzd gdhijfuk u Approach  Approved [use] 03/15/1999 =d

Page 1 af 6

1243172000

[Fleady

|6-2403 16:24:36

The UPERMIT reports include a Permits Counts report and the Adopt-A-Highway report.
The Permits Counts report captures the number of permits issued (using UPERMIT) for a
specified year, by the type of permit within each District, Region and overall. You use the
Permits Issued for Year window (Figure 70 above) to generate this report, also.

The Adopt-A-Highway report provides detailed data on Adopt A Highway permits from the
UPERMIT database. This includes the following information for each permit: Region,
District, county, highway, beginning and ending mile points, length of adopted highway,
permit number and applicant. It also presents the number of Adopt A Highway permits for
each District, Region and overall which meet the specified report criteria. You use the
Current Adopt-A-Highway Permits window to generate this report. Refer to Figure 72 for

an illustration of this

7/5/2007

window.
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Figure 72. Current Adopt-A-Highway Permits Window

: CHAMPS _[O) =]
File Edit Permit Tools Beports: Miscellaneous Launch Window Help
& o & & X

i Current Adopt-A-Highway Permits

=l 3
Dristrict: I vI Permit Mo [Fram): I Permit Mo [Tao]: I
Highway: IEID'I I;I Beginning MF: I Ending P: I
Approval D ate [from]: IDEI;"EID;’DEIDD Approval Date [through): IDDJDD!DDDD Mame Containing: I
Reset
Oregon Department of Transportation =]
Cumrent Adopt-A-Highway Program Permits

Reg Dist County Highway Begin End Length Permit Adopted Completed

Applicant
Mp Mp Number
2 04
22 om 23439 235.96 157 37704 02/08/2001 02/08/2004 OREMET-waH CHANG
Count for Distict: 04 = 1 Length = 1.57
Count for Region: 2 = 1 Length = 1.57
3 0g
10 am 93.00 100.00 200 3BE38 Q3072000 01A5/2004 SEVEMW FEATHERS
CHAMPS - d_rpt_cur_adopt_a_wy Page 1 of 2 Date: 0672472003 Time: 16:25:21 -
| 3
[Ready [6-24-03 16:25:22 -
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Generating Reports

You generate three of the CHAMPS reports on the Permits Issued for Year window, along with
the UPERMIT Permits Counts report. Refer to Figure 70 for an illustration of this window.

NOTE: Refer to Generating CHAMPS Permits by Owner Report for information on
generating the CHAMPS Permits by Owner report and to Generating UPERMIT Adopt-A-
Highway Report for information on generating the UPERMIT Adopt-A-Highway report.

To generate three of the CHAMPS reports or the UPERMIT Permits Counts report:

Step | Action Results/Comments
1. :Select one of the following from the menu : The Permits Issued for Year window
bar for the desired report: appears. Refer to Figure 70.
e Reports | CHAMPS | Count by
Region

e Reports | CHAMPS | Count by Type
e Reports | CHAMPS | Count by

Approach Type
e Reports | UPERMIT | Permits
Counts
2. The Year—Enter the year for the report.  Formatis YYYY.
3. Click Retrieve to generate the report. The system generates and displays the
report on the Permits Issued for Year
window.

4. :To print the report:

e Click the Print icon on the toolbar.
The Print window appears.

e Select the printer, print range, and
number of copies to print and click
OK. The system sends the report to
the designated printer. The Print
window closes and returns to the
Permits Issued for Year window.

5. To generate the report for another year:

e Click Reset to clear the current data.

e The Year—Enter the year for the
report. Format is CCYY.

e Click Retrieve to generate the report.
The system generates and displays the
report on the Permits Issued for Year
window.

6.  Click the Close Window [X] button to g
close the Permits Issued for Year window.
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Generating CHAMPS Permits by Owner Report

You generate the CHAMPS Permits by Owner report on the Permits by Owner window.
Refer to Figure 71 for an illustration of this window.

NOTE: Refer to Generating Reports for more information on how to generate this report
and the other CHAMPS reports.

To generate the CHAMPS Permits by Owner report:

Step

Action

Results/Comments

1. | Select Reports | CHAMPS | Permits
by Owner from the menu bar.

The system generates and displays the
report on the Permits by Owner window.
Refer to Figure 71.

2.  List of permit applications owned

by—This lists the current user’s name.

You cannot change the listed permit
owner.

NOTE: The Retrieve and Reset buttons
have no functionality on this window.

3. | Tosort the report:

Click Sort. The Sort window
appears.

Select one or more fields by which
to sort the report.

Click OK. The Sort window closes
and returns to the Permits by Owner
window with the revised sort and
order of permit applications owned
by the current user.

You may change the sort order of the data
columns and specify ascending or
descending order for the report data.

NOTE: You may also click on a column
heading to change the sort order based on
the column contents.

4. To save the report as a text file:

Click Save to File. The Select File
window appears

Select the file name and location for
saving the report and click Save.
The system saves the report to the
designated location. The Select File
window closes and returns to the
Permits by Owner window.

5. To print the report:

Click the Print icon on the toolbar.
The Print window appears.

Select the printer, print range, and
number of copies to print and click
OK. The system sends the report to
the designated printer. The Print
window closes and returns to the
Permits by Owner window.

7/5/2007
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Step Action Results/Comments

6.  Click the Close Window [X] button to
close the Permits by Owner window.
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Generating UPERMIT Adopt-A-Highway Report

You generate the UPERMIT Adopt-A-Highway report on the Current Adopt-A-Highway
Permits window. Refer to Figure 72 for an illustration of this window.

NOTE: You generate the UPERMIT Permits Counts report on the Permit Issued for Year
window. Refer to Generating Reports for more information on how to generate this report
and the other CHAMPS reports.

To generate the UPERMIT Adopt-A-Highway report:

Step | Action Results/Comments
1.  Select Reports | Adopt A Highway The Current Adopt-A-Highway Permits
from the menu bar. window appears. Refer to Figure 72.

2.  District—Select the District from the
drop-down menu for the permits to be
selected for the report.

3.  Permit No (from)—Enter the
beginning permit number for the
permits to be selected for the report.

4. Permit No (to)—Enter the ending
permit number for the permits to be
selected for the report.

5. | Highway—Select the highway from the
drop-down menu for the permits to be
selected for the report.

6. Beginning MP—Enter the beginning ~ You must select a Highway to select
mile point for the permits to be selected - permits by beginning mile point.
for the report.

7. Ending MP—Enter the ending mile You must select a Highway to select
point for the permits to be selected for - permits by ending mile point.

the report. :

8.  Approval Date (from)—Enter the - Format is MM/DD/YYYY.
‘ beginning approval date for the permits
‘ to be selected for the report.

9. Approyval Date (through)—Enter the Format is MM/DD/YYYY.
ending approval date for the permits to
be selected for the report.

10. -Name Containing—Enter all or part of NOTE: Be as specific as possible to
the name of the Adopt A Highway improve the accuracy of your report.
applicant for the permits to be selected
for the report.

11. Click Retrieve to generate the report. - The system generates and displays the

report on the Current Adopt-A-Highway
Permits window.
7/5/2007 Oregon Department of Transportation Section 9, Page 199




Step Action

Results/Comments

12. To print the report:

Click the Print icon on the toolbar.
The Print window appears.

Select the printer, print range, and
number of copies to print and click
OK. The system sends the report to
the designated printer. The Print
window closes and returns to the
Current Adopt-A-Highway Permits
window.

13. To generate another report:

Click Reset to clear the current data.
Enter the report selection criteria.
Refer to steps 2 through 10 above.
Click Retrieve to generate the
report. The system generates and
displays the report on the Current
Adopt-A-Highway Permits window.

14. Click the Close Window [X] button to
close the Current Adopt-A-Highway
Permits window.

7/5/2007
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Central Highway Approach/Maintenance Permit System (CHAMPS) User Guide v. 2.10

Appendices

This section includes the following items:

e Appendix A. Application for State Hichway Approach

e Appendix B. Permit for Construction

e Appendix C. Permit for Use

e Appendix D. Construction Placard

e Appendix E. Preliminary Construction Specifications for a State Highway
Approach

e Appendix F. Worksheet for State Highway Approach

Appendix G. Liability Release Form

Appendix H. Pavement Laver Examples

Appendix I. Applicability of Findings and Deviation Subsections

Appendix J. Right of Way Fax Cover

Appendix K. Right of Way Worksheet

Appendix L. Type A Standard Drawing - Ditch Section Approach Road

Appendix M. Type B Standard Drawing - Curbed Highway with/without Sidewalk

Approach

e Appendix N. Type C Standard Drawing - Curbed Highway Radius Approach
Road
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Appendix A. Application for State Highway Approach

Figure 73. Application for State Highway Approach

‘ Oregon Department of Transportation
Application for State Highway Approach

FOR OFFICE USE ONLY Date Received Stamp
Permit Specialist
Permit Type: New Change of Use Temporary Restricted
Modification of Existing: Yes Deviation: Yes

NOTES:

Hwy #: Milepoint: Station: CHAMPS 1D #:

Required Information

Applicant will be notified if other items are required. At a minimum, items to include with this

application are:

» All attachments as required by answers on the application form.

» [f applicant is not the owner, owner must concur with application by completing the
Authorization of Agent block on this form or submitting a letter of authorization.

» A site sketch, and if prepared, a vicinity map.

» A copy of the current tax lot map obtained from City or County. Map must have property
highlighted and list all owner name(s) on each of the adjacent properties. Note if ownership
on adjacent property is same as applicant.

» |f property has any existing entrance/exit easements on or to the property attach a copy of
the recorded easement(s).

» [fthere are any existing Approach Road Permit(s) to the property, attach a copy of the
permit(s).

» Place stakes or markings near the highway shoulder at the proposed approach location.

Definitions are found in either the attached brochure or the ODOT website located at

http://www_oregon.gov/iODOT/HWY/ACCESSMGT.

Applicant Information

Last Name: First Name:

Company:

Street Address:

Mailing Address:

City: State: Zip Code: Country:
Phone Number: FAX Number:

E-Mail Address:

Is applicant working as an Agent of the Owner? [lYes []No

If yes, have owner complete Authorization of Agent section on this form, or ATTACH a letter
from the owner authorizing applicant to act as his/her agent.

Approach Location

Highway Name — May be a statewide highway name such as Pacific Highway, or a local name like East Main Street.
Roufe Number - The posted highway number, e.g. -5 or US-84.

Highway Name: Route Number:
County:
Mile Point: Side of Highway: [ ] North [ ] South [ | East [ | West

National Forest? [ ] Yes [ |No
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Appendix B. Permit for Construction

Figure 74. Permit to Construct a State Highway Approach

PERMIT NO: 51649

PERMIT TO CONSTRUCT A
STATE HIGHWAY APPROACH

Crogon Departmant of Trarspatabon

Completion Date: 06/3002004

Application id: 1041 Highway Number: 272

MilePoint: 2591

Reason for Request:  Change of use

g

Applicant Information Property Information Plan View
e Aories
CURT Applicant 7242 HWY 238
:“;:E;\I'ﬁ.TE JACKSONVILLE OR 97530
Aerin f_,CJ;‘rh:sm'l
13587 Figway. Hou
JACKSONVILLE OR 87530 Jachsonville oz
Mn ot ERERTET M Shaw of My ! F ot
25.81 BE2+50 R
Illligqﬂ 846 E;:ﬂ TT0.87TTE Larsdrarki
— 1Ll Ruch area close to Haven rd
TWHKWECDS NET
Insurance Information Tax Lot Information Specification
:;'E'c':"’ms Township Rasge Scction Tax Lot lesgnft A“‘";:.'
EELE EYr 38 W 27A 1100 ot 1 1] Fadesa AT
00,000 3 IW 27A 800 15.001t 15.001t
Tichcp Dagan Palicy Erel Paraireg Ll [IF1] Trvrg Lo [P
010412000 03/34/2004 ] IW 2TA B0D
St || Dazh Dd| P (Drm)
Performance Bond Information il o A0
Comgarry. Li';lngrl{e Dhare Lan
CEBA BONDING YTy P
Bormd Ne Amcunt ﬂ_ﬂl}gﬂ-\;ﬂ Subbase 'BE‘UI.IG'I“
1??aaa 51UD m Hasw Traw Thechngm
18mm - 0 Aggregate Base (3/4" - 0) 3.00in
Property Owner Information Lol Craw Thacisin
"EURT WiLKENING e Tricha
Eampany Std Duty Class 'B° Asphalt Concrete 3.00in
FRIVATE Instructions
e Issuing of permits under these reguialicns is hat a finding of complance with the statewide planning goals of the
[acknawledged comprebensive plan for the area. Parmils are igsued subjact fo the approval of cily, sounly or other
= qowernmental agencies having authorty 1o regulabe land use by means of zoning andior bulding regulations. || shall be the
apolisarts responeibility bo oblain any such approvals including, where appicable, local gevernment determiralions of
Ly e et compliance with skatewide planning goals. (OAR 734-051-0130) Al materials and woarkmanship shall b in accordanze with
LS‘IHEHBJME B4} T TN 19596 Oregan Stardard Specifications far Highway Construction
b
TWHWERCDS NET Thie Permit is isswed subject to the provisiens of Oregen Administrative Rules 734-051-0010 through 7340510480, which are
by rederence made a part of this permi; and which are in effect at any paricular ime in the duration of the permit
kA e Dz This permit is not valid until signed by a duly authorized
representative of the Oregon Depariment of Trans tion.
Local Agency Approval (i reguired) D | Autharized COOT Signabure Caie
CHAMFE - d_rp_penmit_spproh,_oon Page 1 of 1 Frinkect DEZAR004 10:47 36 &M
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Appendix C. Permit for Use

Figure 75. Permit to Operate, Maintain and Use a State Highway Approach

PERMIT NO: 51647

PERMIT TO OPERATE, MAINTAIN AND USE A

STATE HIGHWAY APPROACH

Omogon Daparimant of Transpon

4]
Ca

T | S -
HETTES

clled oy the Regiveal Managges for Gailire of e apjplie

() thers is & change in the use of the spproacl, s set et in QAR TH-0510110

Application ld: 2560 Highway Mumber: 171 MibePoint: §.10 Reason for Request:  Change of use
Applicant Information Property Information Plan View
Hata A

Lowell Applicant 18051 SE Hwy 224
Cangamy. [+ OR 87015
Pacific Western Company ‘_.:.':e'
Frddiadi. Clackamas
PO Box 85 1E“fka "Ehl;
lackamas E224

Carver OR 97015 —r g S T T ]
= - 8.10 479470 L

i ul T
“Esus: Lo i) (503) 658-3156 This is the Primary Access and is 680 Ft N. of

18051 SE Hwy 224 Grand 5t.

[Effective Period Specification
A permil Lo operste, st and wee s approsch shall be in @i for i isdefinite period of G

RIS (AL

Maintenance of Approach

(&) there is 2 cusrent ar pueential safery o eperaciosl pralben atthe approsch isvehing the woleme of wailic usng tse s

sppreach, 3 chunge in the o ol the ¢ thie apgrasch, ur  change in e highway atich thas the —

appreach i no ke be perated withit due conflict with ather railic, & st forth in OAR TH-IS10588, "17.00%

() the: iliny s sigmficamly improved v nseed el o of the highway asd the lighway segment desiguation S T

olectives, lighway mebility standands, spacing stasdands and kafety crteria Gt an ineomsistent with the spproch or, None

(€] by ontlser operasiong of law, St Basw o Thishesms

Failtire of tse apylicant 1o comply witls any of the tenss s of the permit slall he sulbcient caise for i

of e permit and may result in removal of the Eweiity by the 37 Bmm -0 Base (1 4/2" - 0) 12.00i
: ¥ by . Smm - regate Az - 00in

The Peamit it issised sishie rovisons of Chregpon Adusingstrative Riles TI-051-0000 tsoagls TH-051-0850, which sne by| T ovee e

refenamos made & part of this permi; asd which e in effect at any partioalar time in e durstion of the permi. Heavy Duty Class 'B° Asphalt Concrete 2.00in

oear Craw

Thicksasss
eavy Duty Class 'B* Asphalt Concrete 2.00in

oy & Cooperative Cost Agreement.

Pricr to performing any mainlenance work on the approach, which will interfere with or interrupt traflic upon o along e highvay, the applicant shall obtain approval and necessary
permits from the Distict Office. In ol cases where imffic sigrals kave bean reguired, sigral mairteranrce will be perfarmed by the Cregon Deparment of Transportalion or as sssigred

Property Owner Information

Him
Levweedl Pation

Campuny
Pacific Westemn Company

Ak s

PO Box B5
Carver OR 87015 USA

Frens: Fax
(503} 658-5181 (503} 658-316&

CHAMFS - d_rp_penmit_approh_use

This permit is not valid until signed by a duly authorized
represemntative of the Oregon Department of Transpaortation.

Apphant Sgnaturn

Date

Autharzed COOT Signabure

Fage 1of 2

Primesd: 02202004 13:48.09

7/5/2007
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Appendix D. Construction Placard

Figure 76. Construction Placard

Cvagon Dapartmant of Transpataton
PERMIT TO CONSTRUCT A

STATE HIGHWAY APPROACH
Application |d: 2458 Highway Number: 330 MilePoini: 1678

Reason for Reguest:  Temporary

Permit No: 51117

Issue Date: 09/09/2002 Completion Date: 10/01/2004

Applicant Information

Property Information Tax Lot Information

"“Fred Applicant Route 204, Milepost 15.75 h;‘r:\'"" ';;: ;::""' ;Emnnl .
Cempany Viesion OR_ATA0S
= —_-Du-», B 4N 3ITE 35 6700

e ma

3273 5. Tenmile Lake ErE ™ 4N 3TE 35 680D

P. 0. Box§22 ‘Weston-Elgin ORE204

o T ES sy Sl T o ey RadronenT |

_ Lakeside DR 97449 - 15.75 410 R

Ll ’ LanSmarks
mfdlr 759-3761 (541) T58-3761 East of Chalet

Isheels@aol.com

This placard should be posted and visible from the highway at all times
during construction.
For inspection, call (541) 963-8406

CHAMPE - _rpt_permit_approh_plao

Printed: D2205004 032017 PM
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Appendix E. Preliminary Construction Specifications for a State

Highway Approach

Figure 77. Preliminary Construction Specifications for a State Highway Approach

Application ki: 2149

PRELIMINARY CONSTRUCTION SPECIFICATIONS

FOR A STATE HIGHWAY APPROACH

Oregon Dapariment of Transporiad)
Completion Date: 10/30/2004

Performance Bond Information

Comgany.

Beord M Ameunt

Property Owner Information

s
Billy Sherritt

Eampuny.
Frontier Resources Ty ler Properties

ks
PO Box 878
Vensta OR 87487

Prons ik
[541) 835-2215 [541) 4311034

Highway Number. 082 MilePoint. 47.53 Reason for Reguest:  New approach
Applicant Information Property Information Plan View
L Azt
Cargl Applicant HiA
Company.
City of Veneta | LOOG Couy
Ao Lane
98 E. Broadway, Suite 400 Fgi Rl
Eugene OR 87401 Flnwmnc:e-r:ugane ORE126
Nrsant Ergew g Salos Sem of My W] Formt.
47.53 4T2+89 L N
{641} 6324107 (541) 6822635 s
_1541) i541) 682- Approach CIL is 1369' East of Hope Ln. €iL
cheinkel@lane.cog.or.us
Insurance Information Tax Lot Information Specification
Certpany. Towmship Rasge Sectica Tox Lot msﬁgﬂﬂ Angh L3
Wouey Mo RRRERITL 17 05 31,10 103, 13 =TT CTTELE
65.00ft G200t
Vohcy Bagn Priky Erd Veira g Lal (171 ] TRrereg Lan [Tar

el | D] Ozt {Cut]
20.007t 20,00t
Eubail T,
Sab Basw Lewn Thckess
ase Liuw Thckess
T Thckess
T Thckess

Instructions

1886 Oregon Standard Specifications far Highreay Construction

Issuing of permits under these reguistions is not 3 finding of complance with the skatewide planning goals or the
acknowledged comprehensive plan for the arsa. Parmils are sued subject to the approval of cily, counly or other
gevernmental agencies kaving authar#y o regulate land use by means of zoning andfor bulding regulations. It shall be the
apglicants responsibility Lo oblain any such approvals including, whene applcable, local gevarmment determiralions of
samplianice with skiewide planning goals. (OAR 734-051-0130) Al materials and workmanship shall be in accordance with

The Permit is isswed subject ta the provisions of Cregon Adminisirative Rules 734-051-0010 through 734405120480, which are
by reference made a part of this permi; and which are in effect at any parfisular ime in the durstion of the permit

‘Autharized OOOT Signah re

PpLaT gt D This permit is not valid until signed by a duly awthorized
representative of the Oregon Department of Transportation.
Local Agenoy Approval (I reguined) Dme

Cate

CHAMPS - _rpt_mreview_penTit_sppreh_con

Fage 1of 1

Frimed Q2082004 115715 A0

7/5/2007

Oregon Department of Transportation

Index, Page 209




Appendix F. Worksheet for State Highway Approach

Figure 78. Worksheet for State Highway Approach

worksheet for DJWI'.'I Dapactmat of Transaotalon
P e State Highway Approach ﬁ
Applicant Information Property Information Property Owner Information
s [rrre— Ly
Robert Applicant 1008 Pacific Ave. _Rober Riggert
Corpany. Tillamook OR 87141 S
Courty Becdiriis
fekdass Tillamook P.0. Bax T30
P.0. Box 730 Fighrey B Tillamack OR 97141 USA
Tillamook OR 97141 Oregon Coast _
Wis ot Eegawe g Salos S of My W] Formt. r—— R
~— B en AT = N (E03) 842-4550 [
_{503) 842-4558 i) - Between 10th & 11th Streets on Pacific (Hwy e
101)
Insurance Information Approsch irformation 7 Othar Property Ownars
oy
[[Reascn for Approsch [New approach ]
Phalicy b Aot | bl Sreel I |
Py Bugin Lo [verage Daily Trips {Leaving the property and reluming (o 30
he properdy count as 2 frips.)
Paifo fee Bond Info tion Wit is the condioral use permi number {if ary]7?
oty What is the cumert 301";0‘"1! FII:Dl‘."r_--’ KCentral Commercial
Wt is the proposed zoning of e property 7
Bl e Reraunt [Doess the property harve any EXsing rgRess/egress Mo Tax Lot Information
pasements an of t the property? =
" [Doess thie cwner Fave inlerest in acjacent property™ [T h:‘;d"'s I;m!\' ;Elcg gl;;é';
I:Du:al SOV ST IV R eIt oN Po ofher sineels o roads border fhis properiy 7 Yes
Eﬁ; of Tillamook 5 thiere an eodsting DDOT &pproach ad pesmit? Mo
Corthact
David Mattison  Planner
Prone FAR
(503) BA2-3443 (503) 842-3445
L
plannercitytillfforegoncoast.com

CHAMPE - d_apprch_appl Frimed: Q0004
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Appendix G. Liability Release Form

Figure 79. Sample Liability Release Form

Orogon Department of Transporiatlon

PUBLIC AGENCY LIABILITY HELEASE FOR COMMUNITY
SERVICE ACTIVITIES

A Belenss Uor banging o barmer above a Siate Highovay Bight-al-way.
between arel 1w Orggon Depariment o Drarsportabion

L shall be resporsible and lhable Gor damape o njury b any
prerss or property resuling e lEnging a banmer above a Siate Hhghoay Kight-ol-2ay

L shall indemmfy, hold harmless and relense the Siate of
Cirggon, the Onegon Transportatien Conmussaon, asd the Oregon Depariment of Tramsperiation,
s emplovess, agenls amd representatvies, agansd any amd all damages, clams, demands, achons,
et of action, costs and experses of whalsoever nature For, or beeanse of, any manmer or thing
dene, cmmitied or suflfiensd 1o be done by hanging a bamer above a State Highway Bight-of -Way

For pubilic agencies this refease applies ouly to tee oxtent permitied by Arsicle X Section T of
the Crvegen Canstitiion eond by Oregon Tord Claims Ao

Lroriap Hepresonlaliee s Signaling Llate
Suddress Oy, Sate
Phione Mmtlber L Unile
Dyegon Depanment ol Trans poatiion Dasined 25 Ropreenlabne Late

Lille

Lidbs ity Roatni s doe
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Appendix H. Pavement Layer Examples

On the Specification tab of the Application/Permit window, you specify the material and

thickness of each pavement layer used in the construction of the approach. Refer to Figure
80 below for an illustration of this.

Figure 80. Pavement Layers on Specification Tab

Bl CHAMPS (TEST) = 3]
File Edit Permit Tools Reports Miscellaneous Lsunch Window Help

DEEOSh L X |8

I Application/Permit for Stevie Quebody, Appl No. = 3488, Dist Id. = , Highway = 0910L

_lol x|
Searchl Applicat\onl F'roperlyl Generall Suppl \teml Insurance/Bond  Specification |F‘rovision| Inspectionl Notesl Alertsl F\ndingsl
|®E ) Metic Recard Id: [2654
Appioach Type]| Type & Ditch Section 'l Wi 20,000 R1 I 20.00f F|2:| 20.00f ﬁ:l 90.00
Frati— T Ds: [ 15001 Det[ 12 D0t Drswr [ 3800F
Culvert: ﬂ Diameter.l 12.00in Lenglh.l 42 00ft
K F2 y i Material Thickness Specify pavement layers on
DnmLma—\ e ] Sub Base'lS? Bmm - 0 Aggregate Baze [11/2-0) |;| I 3.00in the Specifications tab.
Dd‘! Cutr. PiPGJ & Base: [ 25mm - 0 Aggregate Base [1"-0) [zl &0 Dependm_g upon the type of
N - N <«4—— construction, these may
EiZolRAD - e i Lexveling Course; I Heawvy Duty Class 'B' Asphalt Concrete |;| I 2.00in include a sub base' base,
! i leveling course and/or
Mo, & K ‘whearing Surface: I Heavwy Duty Class 'B' &sphalt Concrete |;| I 2.00in . 9
MEN \ wearing surface.
Paving Limit T.I 70 00f Paving Limit 2.| 30.00fk
Allowed Movemants:E All Mavements I:‘ Right In ':‘ Right Ot |:| Left In |:| Left Out
Created b_l,l:l Created: |DU."UD#’UDDD Updated by | Updated: |DUJDDJDDDD

Application No: = 34288 Date: 21312004

[23-0410:12:47
[Ready

A

There are four types of pavement layers that you may specify for an approach—a sub base, a
base, a leveling course and a wearing surface. In general, you never use all four types of

these layers. Instead, you may use two or three of these layers, depending upon the type of
approach construction.

For example, in Figure 81 below for new construction with asphaltic concrete, on the

Specification tab you would specify a sub base, a base and a wearing surface, but not a
leveling course.

71512007 Oregon Department of Transportation Index, Page 212



Figure 81. New Construction with Asphaltic Concrete

Wearing Surface B, C or F

" Base./4"0to4"0 -

Sub base
1"-0t0 6"-0
Aggregate

In Figure 82 below, for new construction with Portland cement concrete (PCC), you specify
a sub base, a base and a wearing surface, but not a leveling course.

Figure 82. New Construction with Portland Cement Concrete

Sub base
1"-0t0 6"-0
Aggregate

Figure 83 provides an illustration for new construction with gravel. With this type of
construction, you only specify a sub base and a base of aggregate gravel, with no leveling
course or wearing surface.

Figure 83. New Construction with Gravel

Sub base
1"-0to 6"-0
Aggregate
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Figure 84 represents widening of or improvements to an existing surface. In this situation,
you specify a leveling course and a wearing surface, but no base or sub base as an existing
surface already exists. A leveling course, when used, is always an asphaltic concrete.

Figure 84. Widening or Improvement Over Existing Surface

Wearing Surface

' Asphaltic Concrete Leveling

| A Ry Q. 4.
EXISUNY surtact

7/5/2007
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Appendix |. Applicability of Findings and Deviation Subsections
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Figure 85. Right of Way Fax Data Sheet

Appendix J. Right of Way Fax Cover

Ovegon Department of Transporation

5

Ta: Right of Way Enginesering
Afin: Bocess Research
Phome: |508] BBS-BEAT
FAX: |50E) SBS-BE00

Flle: Mismer
R Map Mo - BB-=&=30
Const Plans
Descriphion
Landmarks

Bpolicart Infosmation:

Fdarya

Robart Apgdicant

Camparsy

Property Owner Information

Wi F
Robart Riggert

ETET

Mates:

From

FAX DATA SHEET s picsion urser 2500

Mumier of Pages (induding this pags)

Draber: 022002004

Craig Dean

Mainiena noe OMce: Disl. 01 Ashona
380 W Maring Drivse

ashoria, OR §T103

{503 326.72322

(503 336-1314  Fax

EafSubjoh: FRMT2 10001

Thits i o Test Pamit Application Ascard
Babseen 10Ch & 11th Strests on Fachic (Hwy 104}

Propzrty Informaticn

A
1008 Pacific Avi
Tilsmosk GR&7141
[
Tl & s
o — A
Cwogon Coast UEASd
Rl g A W W HeE M Es
BE.13 a2l L H
Tad Lods
oaratep Haree Sechon Tax L
18 8  30CC =00 E
Liscakion:
[ &y hars
(] Diggen Sl
il Poind S ol bl gy
Ius i% L
Ergg Sin i
|3?-l+:I|
iligs: T Mewy Ceving Migs T
R ulin’ 2 . Bapendary (o wid mig

RAW Map 6B-15-5, Tlllamook Co. 15:8-300C-8100: Mo access contred. MOTE: Based on RAW Map 6B-15-5, Engr-'s
Efa 374+78 DEE NOT ABUT TAX LOT S100; appears 1o abut the Intersection of the hesy. with 10h S

RAW Map 6B-15-5, Tlllamook Co. 15-8-300C-5200: Ko a0oess conbnod

Under Epcification tab, entered driveway width of 20000 /.

Commens:

Paiga 1ol t

7/5/2007
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Appendix K. Right of Way Worksheet

Figure 86. Right of Way Worksheet

Right_of Way Work Sheet

Drabe: 22002004 fpplcation Humber: 2350
Fermit Speocialist Craig Dean Filz: W urmiteer EAEUNon PRMT21 0000
Raght of Wy Map Nurber: BEB=4-=30 Consiniction Plans

Desorption This i a Test Pamal Application Agcord
Larcmarks. Babsesn 10Ch B 11%h Sareets on FacHic (Hwy 104}

Apglicant Information: Propery Information

risrya e L

Robart Appdicant 1008 Pacilic Avi

Campary W1
T
Tilla ok

Progerty Owner Information [ e

e dregon Const OE1en

Fobart Rigget Rl A AR D TR asLr

L iy B3 Arasah L M

Tao Lods

owrdep Harge Secion Tex Lo

18 g  30CC HME

Liacartioim:

[T ey Ma e

s Cregon Goast

L Fzri SHiw of Highams

B4.03 L

Enj TmMe

AT4=30

lligs Typa Rdwy i Dring igs CE
Ringular 2 - Bz piadinfy |Ran add mikg

Motes:

RUW Kap 6B-18-5, Tillame-ok C:o. 15-8-30CC-5100: No acoess contral. BOTE: Based on RAW Map BE-18-5, Engr.’s
Sia. FT4+TE DOES NOT ABUT TAX LOT 9100 appears b abart the infersection of the by with 106 56

RUW Map GE-18-5, Tillamook Co. 15-8-M0CC-5200: No acoess control.

Under Specification tab, entered drivesay width of 20000 1L

Comments:

Pags a1
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Appendix L. Type A Standard Drawing - Ditch Section Approach

Road

Figure 87. Type A Ditch Section Approach Road

Type A - Ditch Section Approach Road
Beo Page One for Approach Road
i, P—W— Dimanaona
; > Pips wnce slopee et 1
! N Noke: Siope snta of ulvaris within he
i a clear zons i follows:
D L — e TaT =T A Pomlad spmeds < 45 mph - 1:4
L APl Poatod spoach > 46 mph - 1:6
[ Saiety End Saction sloped et 1:
It 5 Now: Culvert pipes hat o
L. ko U SO DR N m-mp.lm pl e
T mwummm
raquing Safety End Sacions. with
Plan Drawing and Dimanaions i
Standard Drawing Referances
. Do = Thiale an oid dimension Os
Fiefor bo the foliowing Standard Drevsings &or all “Type A" Pomnky: Do = Thalanokiys Y et
af &t npproach
Dd = Distanca fom EP o Dich
HDﬂm PIp?hddl.Oompat.‘lnn D _mmru’dm“
2. When Motal used, refer 1 Stendard Drewing: e
nm:m-;mhu-u Pipa L Dd mH"‘;“ Edige of Pavament i
Egﬁimhwﬁ““" Da -ﬂulurdddmu?nplnhyn-
; K = Dintance from back of curb o
When Conrata Fipas sre usad, refer io Stardard Drawing: o _m dhrbvny
RDI12: Eria for Concrate Pips. A boxd
ADZ21 : Safaty End Section for Concrata Pipe. ot il
4. For proflo aopa, fackg, Figganaca 1
Amuﬂumdﬂm-almnw A = Anphe of approach
CL = Cermndie

Notes:
Gormrists Cubnt Pips - Liaa Claos ¥ einibnsad cancrate pipa.
Matal Culvert Pipa - Uss 2.01 mm thin. aluminied aiedl plpe.

Sunmit Alenaia Pipa Materala Tor Review and approval, to Dietrict
Manager or deaignated repressntethe.

7/5/2007
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Appendix M. Type B Standard Drawing - Curbed Highway

with/without Sidewalk Approach

Figure 88. Type B Curbed Highway with/without Sidewalk Approach

=]

Type B - Curbed Highway with/without Sidewal Approach

= Flgrwchmgmion
K = fn Ghows on Siarsierd Drawing and Cptian Used, Wim

W = os Tl A on Approprists Glencerd Deoving
X = G Tabie A ca Approprics Bendard Dumng

Pian Drawing and Dimgngiong:

Standard Drawing References

Pafer 10 the fallowing Sancard Drawinga far al "Type B* Permis:
1. Standard Drawing RO700: Curbe

2. Stendard Drawing RD720: Curb: Line Sldewak Drivowoys

4. Standard Drawing RD721: Curb Line Sldewak Drivessys

4, Standard Drawing RD722 Goparmed Sdewak Drivoweys

7/5/2007
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Appendix N. Type C Standard Drawing - Curbed Highway Radius
Approach Road

Figure 89. Type C Curbed Highway Radius Approach Road

Type C - Curbed Highway Radius Approach Road
ey L | \Pp Road Dimensions
. / [T B
—f— ®
- __ for Dimanaions.
e a Standard Drewing ADTES
™, :
-t \ Lircla option ueed:
A B © D E
Curth Typa =
Da = Thia i an okd clrmingkon replaced Ly Da
Ca =3|n:mﬂnrr:inmcummbgﬁdna
Dd = Distance from EP to Ditch Plan Drawing and Dimenalona
|| nw-:&nmmlsh:guumm
: od -Dlhmﬁ:’nmdmm
Op = Thiskan ol cimansion feplace by Da Standard Drawing Referencas
K = Dislance from back of curirto
back of
W= Wkh
P1 = Paving Umit1
FFE =Fm1mym2 Fmte to tha following Standand Drewings ior il Typs G Permiix:
- [
A2 = Apdus2 1. Stanckwe Drgwing AD700: Curizs
4 = Andla of approach 2 Btandard Dranwing AD71E: Appromohes ard Nor-Sidewalk Drivewsys
3 Standan Drawing AD725: Sdewalk Ramps
i E AT R
L T WAL ] -ﬁu
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Central Highway Approach/Maintenance Permit System (CHAMPS) User Guide v. 2.10

Index
A ClONING...ciiii e, 127
Creating.....cccvevveeeereee e e, 118
About CHAMPS window................... 23 AenYing......ceveeeereeeeeeeesee e, 134
About thi_s QUIdE .o 3 LA 111 N 136
conve_ntlons ........................................... 4 FINAINGS TA0.... . vveveeveeeee e eeeeereseeee 109
Accessing general tab (CHAMPS)............... 63, 70
CH_AMPS .............................................. 6 iNSPECtion tab ................. 100, 102, 103
onl!ne (=T 010] 1 CJ SRS 26 insurance/bond tab ... 86. 88
on_Ilne SEArCN....v e 26 notes taby ... 104. 105
Adding .. PrNEING ..o 142
CUStOM ProVISIONS.....ccccveeiireeiireennie 98 property tab 59 60
supplemental items........ccccceevriernenne 84 provision tak; """"""""""""""" 95 97’ 98
Adopt a highway report................... 183 specification tab """"""""""" ' 90’ 91
Alge-arlculating .......................................... 18 supp_lemental M 1D oo 83, 84
@StIMALING +vvvvvvveeveeeveeeeeeeeeeeeeeeeeeeeeeeneens 18 v0|_d|ng ....................... e, 132
Alert fUNCtON ..o 148, 176 Application for State Highway
Alert right-of-way window ............... 158 Appr'oac'h ............................ 53, 118, 189
Alerts Appl!cat!on tab ... 52,55
background.........ccccovevieiiienieiee 149 App.l'c.at'on worksheet
closing from alerts tab..................... 107 printing........... S R 142
. . Application/Permit status definitions
C'OS”FQ from Alerts window........... 155 table. . e 70
Creat!ng on alerts tab_ """"""""""""" 107 Application/Permit window .51, 52, 116
creating on Alerts window ............... 152 background..........c.coecvevveeveveeeernnnn. 52
creating right-of-way ..........c............ 156 Applications/Permits ............cc.coo..... 114
deleting from alerts tab..................... 107 Attachments
deleting on Alerts window ............... 153 GENEIAtING....ovoeeveoerrirceiiceieereiea 172
right-of-way.........ccoocviiiiiciiee 156
system-generated...........ccocceveveieennnns 150 B
updating on alerts tab ...................... 107 Background
updating on Alerts window .............. 153 AlErtS ..o 149
user-generated ...........ccoovevereeennnan, 150 amending permit ..........cccccoevvenne 130
VIBWING oo 150 application/permit window ................ 52
Alerts tab ......cccceeveieeviieecie e, 53, 106 canceling permit..........ccccoccvvivennnnne 138
Alerts Window...........ccceeeveevveennnne 8, 149 CHAMPS search function.................. 42
Amending cloning application/permit ............... 126
PEIMIL..ciiiiie e 130 Creating app]ication .......................... 118
Appendlces ....................................... 187 denylng app“ca“ons ________________________ 133
Application expiring applications...............co....... 136
alert§ tap ................................... 106, 107 graphical rePOTLS....ovvvvveeereserreerereeeee 38
application tab ........cccccoeeevverinnen. 55, 56 iSSUING PETMILS ..o 123
background............oooovervvrvnriniceinnnnnn 116 JEHEETS.......voeeeeeeeee s 163
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new permit applications.................... 116

ONliNg rePOrtS .....ccveveeieceece e, 26
onling Search ........cccocvveiieiinenneen 26
printing application/permit data........ 141
FEPOITS ... 177
UPERMIT search function................. 47
voiding PermitsS.......c.ccocvevvreeneennnnnn 132
Bonds
ENEEIING . 88
releasing.......cccooveveeeeieeie e 88
UPAALING ..o 88
C
Calculating
ADT .o 18
TEBS et 18
Cancel Permit window..................... 138
Canceling
PEIMIT. ...t 139
CHAMPS
ACCESSING .eevvverreerrerieeie e e eeeeee e eneeees 6
alert function.........cccceeeiiennee 148, 176
alert right-of-way window................ 158
alerts tab........coeveveiiii 106
alerts Window..........ccocoevveniinnnnnnn 149
application tab...........ccoocevveiiniiiinnnns 55
application/permit window ................. 51
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