Central Highway Approach/Maintenance Permit
System (CHAMPS)

User Guide

Version 2.11

-

Oregon Department of Transportation

Oregon Department of Transportation 10/5/2006 5:17 PM




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

The Central Highway Approach/Maintenance Permit System (CHAMPS) User Guide was
designed and written for the Transportation Development Division, Access Management
Program of the Oregon Department of Transportation.

The information presented in the Guide and the Central Highway Approach/Maintenance
Permit System are subject to change without notice.

Revision History

Version Date Comments

1.00 12/15/1999 Initial release to users.

1.001 1/12/2000

1.002 1/12/2000

1.003 1/13/2000

1.004 1/13/2000

1.005 1/19/2000

1.02 2/15/2000

1.021 2/22/2000

1.03 3/14/2000

1.04 3/21/2000

1.05 5/2/2000

1.06 5/8/2000

1.07 7/15/2000

1.08 9/1/2000

1.08a 11/1/2000

1.09 7/25/2001

1.092 11/8/2001

1.10 7/31/2003 Updated to reflect all system changes to date and removed
system and security administration information.

2.00 1/23/2004 Updated to incorporate online search and reporting tool
information.

2.10 3/15/2004 Updated to incorporate changes resulting from revised OARSs.

2.11 10/6/2006 Updated figures and tables, made minor text improvements.

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

10/6/2006

Oregon Department of Transportation Page ii



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

Table of Contents

Y= Tox A o] o T S 1 01 o e Yo 11 Lo 1 o1 o ISP 1
OVervieW OFf CHAMPS . ... e e e e e e e e e eeaees 2
ADOUL THIS GUIE ...t e e 3

(0701117757011 o] o 1= RSP 4

SeCtion 2. CHAMPS BaASICS ...ccuuuuuuiiiiieeiiiieiiiiis e e e e e e e e eeette s s s e e e e e e eeasanan s e aeeaeaeennnes 5
ACCESSING CHAMPS ... e e e e as 6
The Main CHAMPS WINUOW .......uuuiiiiiiiiiieeeiiiiis et e e e e e e e e e e e e e eeennens 9

TRE FlE MEBNU ...ttt e e oottt e e e e e e e bbb bt et e e e e e e sannbbeeaeeaeaannes 11
LT =T LY 1T o T PP UTT T UPPRPRPR 12
THE PeIMIE IMEBNU....tiiii ettt ettt e e e st e e e st e e e et b e e s anbbe e e e ebbeeeeenbeeeeannees 13
THE REPOIMS MENU ....uitiiiiiie ettt e e e e e e e e e e e e e s aatatr e e e e eaeessasseateeeeeeeessassnsenneeeaannnns 14
The MiISCEIANEOUS MENU ...ccciiiiiiiiiiiie ettt e e e et e e et e e e s stee e e e snbaeeeenrees 16
THE LAUNCH IMEBNU ...ttt ettt e e sttt e e e sttt e e s e bt e e e e e nnbee s snnees 20
THE WINAOW MENU ....iiiiiiiii ettt s e e s ettt e e e e bt e e e e nnbe e e e e nnbeeesnnees 22
LI =T 1= o TN 1YL= o 1 PSSO 23
EXIING CHAMPS ... e e e e e aaaaas 24

Section 3. Online Search and REPOItiNG.........ceeiiiieiiiiiiiccee e 25
[ FoT0d (o [ {011 | T F USRI 26
Accessing CHAMPS Online Search & Reporting.........cccceevvveeeviveeiiiiiiiiieeeeeeeeeennns 26
Using the Online Search and Reporting TOOL...........cciiiiiiiiiiiiic e, 28
CHAMPS Search WINGOW ..........cuuuuiiiiiiieiiiieeiiiie e e et e e e e e e e e e e e e e e 30

How to Use the Online Search FUNCHON............ooiiiiiiiiee e 31
CHAMPS RePOItS WINAOW .....ccoeiiiiiiiiieie ettt e e 35
How to Use the Online RepOrt FUNCHON ..........uuviiiiiei e s e ee e e e sanrraee e e 35
Display Graphical REPOITS ......iiiiieiieeeeiiiie e e e e e 42
How to Display GraphiCal REPOIS ........cuoiiiiiiiiiieie ettt e e eeeae s 42

Section 4. CHAMPS Search FUNCLION ....couuvuiiiiiiieiiccieic e 47

Searching for CHAMPS RECOIUS .......uuuuuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiii s 48
[ F Tt (o] {0 1] o To [P UR RPN 48
How to Search for Existing CHAMPS Applications/Permits .............cccceeiiiiiiiiiiiiieeieeeeeen 52

Searching for UPERMIT RECOIUS .......iiiiieiiiiieiiiiiie ettt e e e 53
7= Tl (o | 010 oo IS PP PP PP PPPPUPPPPN 53
How to Search for UPERMIT Permit RECOIS ......ccoiiiiiiiiiiieee et 55

Section 5. The Application/Permit WindOW ..............ueeuviiiiiiiiiiiiiiiiiiiiiiiiiiiiinnnnns 57
2 = T0d (o [ £ 11 Vo S 58
The APPLICAtION TaD ...t e e e e eeeaeees 61

How to Enter/Update Application INfOrmation............cccuviiiiiie i 62
THe Property Tab .. .. e 66
How to Enter/Update Property INfOrmation............oooiiiiiiiiiiiiiiieice e 67
The GeNEral TaD.......uiiii e e e e e e eeeanans 70
How to Enter/Update General INfOrmation............ccooiiuiiiiiiiee i 77
How to Update Application/Permit STatUS ..........ceuieeeiiiiiiiieiiee e s e s sieer e e e e e e snrneeeee s 82

10/6/2006 Oregon Department of Transportation Page iii



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

The Supplemental Item Tab ... 91
How to Select/Update Supplemental Item ReqUIr€mMENtS ..........ccoovviuvrieieieeeii e 92
How to Delete Supplemental Item ReqUIrEMENTS.........ocuuiiiiiiiiiieiiieee e 93

The INSUranCe/BoNd Tab ........coii oo 94
How to Enter/Update Insurance or Bond Information.............ccccceeeiiiiiiiieeie e 96

The Specification Tab...........coii e 98
How to Enter/Update SPeCIfiCatiONS .........cooiiiiiiiiiiiii e 99

The ProvisSion Tab ..., 103
How to Select/Change Standard Permit ProViSions .........c...eeevireeiiiiiiieeieee e sesieee e 105
How to Add/Change Custom Permit PrOVISIONS .........c..ooviuiiiiieieeeiisiiieere e e e s sssinieeee e e e e s snneneeees 106

The INSPECLION Tab ... eeeeees 108
How to Enter INSpection INfOrmMation............coooiiiiiiiiiic e 110
How to Update InSpection INfOrMAatioN..........c.eeeeiiiiiie i 111

The NOES Tab ..o 112
HOW t0 ENLEr/UPAAte NOTES .....cooiiiiie ettt st 113

The AlrtS Tab ... 114
How to Create/Update AlErt MESSATES ......cceieiurieiiiiiee i siitiiee e e e e e s s s st aereae e e s s snnreeereeeeessnnnneees 114

The FINAINGS Tab .o 117
How to Enter/Update Findings INfOrmation.............coooiiiiiiiiiiiiie e 118

Section 6. Application and Permit ProCesSing ......ccuuuueiiiiiieiiieeiiiiiiineeeeeeeeeennns 123

BACKGIOUNG ...ttt nnnne 124

Creating a New Permit Application.............uiiiiiiiiiiiieecie e, 126
2 T 2o | {01 o S 126
How to Create a New Permit APPlICAtioN.........ccooiiiiiiiiiiiie e 126

Updating Existing ApplicatioNS/PermitS...........oouuuuuuiiiiiieiieieiiiiiiee e 128

Grandfathered RECOGNITION .......ccooiiiiiiiiiiie e 129

Issuing Conditional APPrOVAIS .........ouuuuiiiiie e 130

ISSUING NEW PeIMNIES.....uiiiiiiii et e e e e e e e e e e e nnaaaa s 131
7= 1o (o | (o]0 o To [T O TP PP PP PUPPPPRN 131
HOW 10 ISSUE PEIMILS ..ottt ettt e e e e e st e e e e e e e e et s ae e e e e e e e e snneeeas 132

Cloning an Existing Application/Permit.............cccooiviiiiiiiiiiiii e, 134
2 7 T 2o | {01 o S 134
How to Clone an Existing Application/Permit............c.ceoiiiiiiiiiireeeiiiiieeer e ssseeee e 135

Amending an ISSUEd PerMit ........ccooiiiiiiiiiiiiie e 138
2 Tt 2o | {010 o S 138
How to Amend an ISSUEA PEIMIL.........ccuuiiiiiiiiie ettt e e st e e e b e e e enees 138

A/ Lo 10T o N o] o[ Tox= 1o o 1S 140
7= 1o (o | (o]0 oo [ O PP PP P T PUPPTPPRN 140
(2 [0V (o IV o] o B= T Y o] o] o= 11T ] o HN PSP RPPP 140

Denying APPICALIONS.........iii e e 141
2 7 T 2o | {01 o S 141
HOW t0 DeNY @n APPIICALION. .....iii i e e e e s e e e e e e e e e e e nnnnres 142

EXPINNG APPIICATIONS ..ttt e e e s 144
2 Tt 2o | {01 o P 144
How to EXpire an APPLICALION ........cciiiiiiieiee e e s e e e e e e s e s e e e e e e e e e e nnnees 144

(=T Tod=] [T o T =1 1 0411 £ URPPSR 146
[ FTed (o {01 o To PP 146
HOW 10 CANCEI @ PEIMIL ... ..ttt e e e e e e e e e e e e e e e 147

Printing Application/Permit Data..........ccccoeeeiiiiiiiiiiiiie e 149
2 7 T 2o | {01 o S 149
How to Print Application/Permit DAta..............eeeiiiiiiiiiiiiie et 150

10/6/2006 Oregon Department of Transportation Page iv



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

Section 7. CHAMPS Alert FUNCLION .....oooiiiiiiii e 156
Background...........oooo i 157
VIBWING ALBITS ..ttt e oottt e e e e s e e a bbbttt e e e e e e aaaab bt eeeaaeeeaansbbeeaaeeaannes 158
Creating Alerts on the AlertsS WINAOW ...........ouuuiiiiiiiiiiieeeen e 160
Updating Alerts on the AlertS WiNAOW.........ccooooiiiiiiiiiiiii e 161
Closing Alerts from the Alerts WindOW............uuiiiiiiiiiiieeeiies e 163
Creating Right Of Way AlEIS........uuuiiiiieiieeee et 164
2 Tt 20 | {0 o [P 164
How to Create RIGht Of WaY AlBIT........ooi i ee e e s 164
How to Generate Right of Way E-mall............coovviiiiiiicc e 166
How to Print Right of Way Fax Cover or WOrkSheet..........cccoovviiiiiiiiiie e 169
Section 8. CHAMPS Letter FUNCHION ......uuuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieiee 170
= 7= Tod (o [ {10 [ Lo PO 171
Generating Letters from EXiSting DOCUMENTS ...........uuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiees 174
Generating Letters from Templates ..ot 177
Generating Letters for SIgNatUe...........uuuuuerriiiiiiiiiiiiiiiiiieiiiaees 179
Generating Attachments to Letters .........coovivviiiiii e 181
IMPOrtiNg DOCUMENTS......coiiiiiiiiieee e 183
Section 9. CHAMPS RepoOrt FUNCHION ......couuiiiiiii et 185
Background...........oooo i 186
GeNnerating REPOIS ....uuuiiii e e e e e e e e e e 189
Generating CHAMPS Permits by Owner REPOIt............uuuuuueiiiiiiiiiiiiiiiiiiiiiiiinnnns 190
Generating UPERMIT Adopt-A-Highway Report ............oovieiiiiiieiiiicee e 192
N 0 =1 o 1o =S 195
Appendix A. Application for State Highway Approach ...........ccccccceeeeiiiieiiiinnnnn, 197
Appendix B. Permit for CONSIUCHION ..........oiiiieiiiiiiiiiiiiie e 198
Appendix C. Permit fOr USE ......ccoiiiiiiiiiiiiiis et e e e e eeenees 199
Appendix D. Construction Placard ..............ccoooeeieiiiiiiiiiiiieeeeceeeeii e 200
Appendix E. Preliminary Construction Specifications for a State Highway
Y o] o] o = T o TR SRPPPPRRTRRR 201
Appendix F. Worksheet for State Highway Approach............cccccccveiiiiiieiiiinnnnn, 202
Appendix G. Liability Release FOrm...........cccoiiiiiiiiiiiiiiiii e 203
Appendix H. Pavement Layer EXamplesS..........ccovvvvviiiiiiiiiie e eeeeeeenns 204
Appendix I. Applicability of Findings and Deviation Subsections ...................... 207
Appendix J. Right of Way FaX COVEN .........ccoiiiiiiiiieeiiiiei e eee et eeeeaannees 208
Appendix K. Right of Way Worksheet ... 209
Appendix L. Type A Standard Drawing - Ditch Section Approach Road........... 210
Appendix M. Type B Standard Drawing - Curbed Highway with/without Sidewalk
Y 0] o] o = Lo o SRR 211
Appendix N. Type C Standard Drawing - Curbed Highway Radius Approach
ROA ... 212
0 = S UUUPPUPUPPRR 213

10/6/2006 Oregon Department of Transportation Page v



Cent

Figure 1.
Figure 2.
Figure 3.
Figure 4.
Figure 5.
Figure 6.
Figure 7.
Figure 8.
Figure 9.

Figure 10.
Figure 11.
Figure 12.
Figure 13.
Figure 14.
Figure 15.
Figure 16.
Figure 17.
Figure 18.
Figure 19.
Figure 20.
Figure 21.
Figure 22.
Figure 23.
Figure 24.
Figure 25.
Figure 26.
Figure 27.
Figure 28.
Figure 29.
Figure 30.
Figure 31.
Figure 32.
Figure 33.
Figure 34.
Figure 35.
Figure 36.
Figure 37.
Figure 38.
Figure 39.
Figure 40.
Figure 41.
Figure 42.
Figure 43.
Figure 44.
Figure 45.

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

Table of Figures

Accessing CHAMPS from DESKIOP. .. .ccvieeiiiiiiiiieiie e e e s et e e e s s st ae e e e e e e s e saaraa e e e e e e e s s e nnnneees 6
CHAMPS SPIash WINGOW.........uueiiiieeeiiiiiiiiie et e e e e e s s e e e e e e s s snnnraaae e e e e e e e s snnnnreeeeeas 7
Alerts Window from Main CHAMPS WINAOW ........ccoiiiiiiiiiiiiieiiiiiee e niieee e 8
Application/Permit Window from Main CHAMPS WiNndow...........cccccvvveeeei e 9
1TV 1= o T U 11
o L 1YY T U 12
POIMIT IMIENU. ..ttt et e e e e e bbbt e e e e e e e e s e bbb be e e e e e e annbbbeeeaaaaaas 13
REPOIMS CHAMPS IMENU ...ttt e e e e e e e e e e e e e e e e e e e e eenans 14
REPOMS UPERMIT MENU ..ccciiiiiiiiiiiiie sttt eee et s st e s et e e e s ntan e e s nnnaeeennees 14

MISCEIIANEOUS IMENU .....eiiiiiiiiii ettt st e et e e e et be e e e ensbe e e e e nbaeeansees 16
Print FOrMS WINGOW .....cviiiiiiiiiee ettt ettt e st e e s et e e e e st e e e e nnbaeeannees 17
Miscellaneous Menu—Start MS WOId........ccuuviiiiiiieeiiiiiee e 18
Miscellaneous Menu—Land Use ADT Fee EStMAator .........cccceviieieiiiiiee e 19
= 10 (ot T Y = o O ORISR 20
WINOOW IMEBNU ...ttt ettt e sttt e e e sttt e e st e e e e s bbe e e e s nnbee s snnneeens 22
HEIP MBINUL .ttt e bt e e e bt e e st b e e anbb e e e e e 23
ADOUL CHAMPS WINUOW ....coiiiiiiiiiiiiieiite ettt e e e e e e s st e e e e e s e s snnnneeeeeaeeesanes 23
EXItING CHAMPS ...t e e et e e et e e e et ae e e e et e e e e e nteaeeensees 24
CHAMPS Online Search & Reporting Page .........oicuuuiiieiiiaiieiiiieee e 27
Online Search & Reporting Help Page .........eoiii it 28
CHAMPS Sarch WINUOW .........ueiiiiiiiiiiiieieee ettt e e e et e e e e e e e s nnneees 30
CHAMPS Search Results Display WINAOW ...........ccccviiiiieeiii e e e 33
CHAMPS Application Detail Report WiNdOW...........ccuvieiiieeiiiiiiiiieeece e ccieieeee e 34
CHAMPS REPOIS WINAOW ......uuiiiiiieeeiiiiiiiiie e e s sttt s e e e e e e s starae e e e e e s e e snntntaeeeaaeeessnnnnneees 35
Sample CHAMPS REPOI ... ..ttt e e e e e e e e e e e e e e e e e e e e s e nnnnres 40
CHAMPS Application Detail Report WiNAOW...........c.uvuieiiieeiiiiiiieeeee e ceeieeee e e 41
Display Graphical Reports with Region Level Data............occccveeiiiiiiiiiieeieee e 43
Display Graphical Reports with District Level Data ............ccccveiiiiiieiiiiieeeiieee e 44
Sample GraphiCal REPOIT .........eiii it e e e sbnee e 45
CHAMPS SEAICH Tab ..eiiiiiiiii et e e e e e e e e aneeeas 48
Application/Permit AppliCation Tab .........coooiiiiiiii e 50
SOM WINAOW.. ..ottt e e ettt e e e e e e e s st b ae e et e e e e e s annbbneeee e e snnnreneeas 51
UPERMIT SEAICH Tab ...ueiiiiiiiiii ettt et 53
UPERMIT GENEIAl TAD ...iiiiiiiiiei ettt sttt et e e s e e e e st e e s 54
ApPlication/Permit WINAOW ..........uuuiiiieeiiiiiiiiie e st e e e e s e st e e e e e e s e s sanraaae e e e e e s s e nnnreees 58
Application/Permit Window—Application Tab ..........cccccovireeiiiiiiiee e 61
Lower Portion of the Application Tab........ccceeiiiiiiiiiiicc e 62
Application/Permit Window—Property Tab .........ccceoiiiiiiiiiiriee e 66
Application/Permit Window—aGeneral Tab ... 70
General Tab—Status HiStory WINAOW ..........cocuuiiiiiiiiiiiiiiiicciieeee e 71
Status TIMelNE WINAOW ... et e e e e e e s seeees 71
General Tab—Status Sequence Error AlErT ... 80
LRS SeleCtion WINAOW .........uiiiiiiiiaiiiiiie ettt e et e e e e e e e e e sanbeaeaaeeas 81
Application/Permit Window—Supplemental ltem Tab ... 91
Application/Permit Window—Insurance/Bond Tab..........ccccccveeiiiiiiiiieeeee e 94

10/6/2006 Oregon Department of Transportation Page vi



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

Figure 46.
Figure 47.
Figure 48.
Figure 49.
Figure 50.
Figure 51.
Figure 52.
Figure 53.
Figure 54.
Figure 55.
Figure 56.
Figure 57.
Figure 58.
Figure 59.
Figure 60.
Figure 61.
Figure 62.
Figure 63.
Figure 64.
Figure 65.
Figure 66.
Figure 67.
Figure 68.
Figure 69.
Figure 70.
Figure 71.
Figure 72.
Figure 73.
Figure 74.
Figure 75.
Figure 76.
Figure 77.
Figure 78.
Figure 79.
Figure 80.
Figure 81.
Figure 82.
Figure 83.
Figure 84.
Figure 85.
Figure 86.
Figure 87.
Figure 88.
Figure 89.

10/6/2006

Other Application/Permits Using This Number Window ..o 95
Application/Permit Window—Specification Tab........cccccceeeiiiiiiiiiieiie e 98
Application/Permit Window—-Provision Tab ...........cccccviiie e 103
Standard ProviSion WINAOW...........ceeiiiiiieiiiiiee sttt e e s seae e 104
S 0= 1o TR A1 o [0 SRR 107
Application/Permit Window—InsSpection Tab.........ccccceevviiciiiiieiee e 108
Application/Permit Window—Notes Tab........ccccoiiiciiiiiiiiie e 112
Application/Permit WindoW—AIErts Tab ........ccuueiiiiiiiiiiiiiei e 114
Application/Permit Window—Findings Tab.........ccooiiiiiiiiiiiiiicc e 117
Application/Permit WINGOW ..........ooiiiiiiiiiiie et ee e e e 124

[SSUE PerMit WINGAOW ....coeiiiiiiiiiiiiie ettt e e e et e e e e e e e e nneeeeas 131
Clone APPHCAtION WINGOW ........cooiiiiiiiiiiiee ettt e e et e e e e e e s e enabreeeeeaeas 137
CanCel Permit WINOOW.........uuiiiiiiiie ettt ettt et e st e e et e e e s nnbeeeennees 146
€0 Y [T o T YAV g To [o PRSP 149
PHNE WINGOW ...ttt ettt e e st e e et e e s snbbe e e e stbe e e e anenes 154
FN [T ATV g To [0 1 PP PUPPPTPPRRN 157
Alert Right Of Way WINGOW .......cccoiiiiiiiiiiicee st e st a e e e s s e e e e e e s s snnrnennee e 166
Miscellaneous Menu—Start MS WOId.........cooiuuiieiiiiiiiiiiiee e 171
Select Document t0 OPEN WINUOW ........ccciiiiiiiiiiiiee ittt 175
REfreSh Data WINUOW ......cooiiiiiiiiiie ettt e e e e e s s e ae e e e e e e s e snneees 175
Document NamMe WINAOW ........coouuiiiiiiiee e e e e e s e r e e e e e s s e snnnraneeeaeee e s 176
Create a Document or Preview a Template WiNndow.............ccccoeiiiiiiiiiiieeeniiiieeeeeenn 178
IMPOIT FIle WINGOW .....eeiiiiiiiiiieeie ettt e e e e e e st e e e e e e e e nreeeeas 183
File to be IMported WINAOW ..........ooiiiii e 184
Permits Issued for Year WINGOW. ..........ouiiiiiiieiiiiiie ettt e e 186
Permits by OWNEr WINGOW.........uuiiiiiie it e e e e e st e e e e e e e e e eenrnes 187
Current Adopt-A-Highway Permits WINAOW...........ccoeiiiiiiiiiiiiiieccee s 188
Application for State Highway Approach ... 197
Permit to Construct a State Highway Approach ..........ccccevvveeiiiiiciee e 198
Permit to Operate, Maintain and Use a State Highway Approach...........cccccceeviiveeennnne. 199
L070] o151 £ Tox 1o T = F= o= 1o PSSR 200
Preliminary Construction Specifications for a State Highway Approach ......................... 201
Worksheet for State Highway APProach ... 202
Sample Liability Release FOrM ... 203
Pavement Layers on Specification Tab ... 204
New Construction with ASphaltic CONCIrete..........ccoiiiiiiiiiiiie e 205
New Construction with Portland Cement CONCIete ...........cccvveiiiiiee i 205
New Construction WIith GraVEL...........uiiiiiiiiii it 205
Widening or Improvement Over EXisting SUMaCe...........ccccvvveiiiiee i 206
Right of Way Fax Data SHEEL ..........ccoi i 208
Right of Way WOIKShEEL ..........euiiiiiiii e 209
Type A Ditch Section APpProach ROAd ............ceiiiiiiiiiiiiiiie i 210
Type B Curbed Highway with/without Sidewalk Approach .............ccccovvieeiiiiieeiiiiienens 211
Type C Curbed Highway Radius Approach ROAM ............ccooiiiiiiiiiiiiiiiiiiee e 212

Oregon Department of Transportation Page vii



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

List of Tables

Table 1. 1coN TOOIDAr FUNCHONS ........vviiiiiiiiie sttt ettt e e st e e s snba e e e sntraeeesreeeeees
Table 2. File MENU FUNCHONS........oiiiiiie ettt ettt e e st e e e s bbe e e e s srbeeeesabeeeeses
Table 3. Edit MENU FUNCHONS .....ocoiiiiiiiiiiie ettt sttt e ettt e e e s bt e e e s snbeeeesabeeee e e
Table 4. Permit MenU FUNCHONS ........ooiiiiiiiie ettt e et e e et e e e s srbe e e e s nneeee e e
Table 5. ReEPOrtS MenU FUNCLONS ... ....coiiiiiiii ittt e et e e b e e e s sabeeeees
Table 6. Miscellaneous MenuU FUNCLIONS..........oiiiiiiiiiiiiiiee e e e e e e s s enneees
Table 7. Launch MeNU FUNCHONS.........oiiiiieiiee ettt e e e e e et e e e e e e e e e eneeeeas
Table 8. WINAOW MENU FUNCHONS........coiiiiiiiiit ettt e e e et e e e e e e s e aabb e e e e e e e e e e e saneeeas
Table 9. Help MENU FUNCHIONS ......uuiiiiiie ettt ettt e e e e st e e e e e e e e e et e be e e e e e e eanbeeeeas
Table 10. Online CHAMPS S€arch CrEEIIa .......uuviiiiiiiieiiiiiie ittt e e snnaeee s
Table 11. Available CHAMPS ONliN€ REPOITS .......cccuuiiiiiiee ettt e e sscr e e e arre e e e e e e e naneees
Table 12. Online REPOrts SEArCH CriteIa.......cuiiiiiiiiiiiiieiie e e e s e e e e e nnreees
Table 13. Decision Metrics Report DefinitiONS .........ccvuviiiiiee e
Table 14. Deemed Complete Metrics Report Definitions...........c.uvuvevieeiiniciiiieicc e
Table 15. Application/Permit Status DefinitioNS ............ueviieeiiiiiciiccc e
Table 16. EA BAS@d ON DISEHCE .....eeiiiieiiiiiiiiieitie ettt s e e e e e e s e st ae e e e e e e s e snnbeaeeeeeeesnnseneees
Table 17. SubJob Based on Average Daily TriPS ......veieiiiiiieiiiiiee ettt
Table 18. District Permit EA — Complexity Code — ACtivity COde .........coooiiiiiiiiiiiiiiiiieeieee e
Table 19. Application/Permit Status Update Information, Alphabetical by Status ...........c.cccccoonnnnee.
Table 20. Application/Permit Status Update Information by Sequence Order............ccccceeeiiiiiinnnenn.
Table 21. Pre-construction Inspection CheckIiSt.............coiiiiiiiiii e
Table 22. Post-construction Inspection CheckIist ...
Table 23. Permit ISSUANCE DOCUMENES .......uiiiiiiiiie ittt e st e e seee et e et e e e saeae e e sneaeeesnnnaees
Table 24. System-generated Alert MESSAQES........cccuviiiiiee e e e e e e e e e s eaneaees
Table 25. System-generated E-mail MESSAQES .........uuuiiiieeiiiiiiiieiree e e ssssieer e e e e e e e e e e s ennnneees
Table 26. Available CHAMPS Letters and AttaChmentsS..........cceeiiiiiiiiiiiiiee e

10/6/2006 Oregon Department of Transportation Page viii



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

Section 1. Introduction

This section provides information on the following:

e Overview of CHAMPS
e About This Guide
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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/rulessfOARS 700/OAR 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 ODQOT 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.

e 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.

e 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.”

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

e 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.

10/6/2006
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Section 2. CHAMPS Basics

This section provides information on the following:

e Accessing CHAMPS
e The Main CHAMPS Window
e Exitine 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 o= Select Programs | CHAMPS | CHAMPS from
= = pr— T he Start menu to access CHAMPS

. ¥ %] CHAMPS TEST.syc
..'—"!— @ Avery Products
-’

2 @ Microsoft Office
My Computer PDWP M| )
P [T Microsoft Office Tools

_ @ ODOT Mainframe
;- pes %

-
2 @ Trend Micro OfficeScan Client 2

My Metwork Roadway RAME Action

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

- = w o Double click the CHAMPS
‘ e - @ Mouse Healthy Computing Guide -+ .

Els G () Bentey Reine BT icon to access CHAMPS.

Recyde Bin  Bentley Redine  Short ¥
(Exay @ Natural Color
) Openoffice995 1.1.0

Bentley Redline @ Palm Desktop

CHAMPS

({77
. 4

il
@ Project Delivery Work Planning CHAMPS TEST
@ Software99s

Open Office Document |+ Acrobat Distiler 7.0

P/~ Adobe Acrobat 7.0 Standard
7l Adobe Reader 7.0

Serval

-J New Office Document

»  Brochurelan...

Help and Support Shortout to
DRAMP_Team
Run...

7
Shortout to
AccessMana...

Log Off hwye70y...

Windows XP Professional

Shut Down...

6@@9‘ Jé@@“«gl :P:ifs::y

To access CHAMPS, you may either:

[#ion

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

Copyright (231333 0DOT
If problems contact Help Desk [503] 936-3800
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Figure 3. Alerts Window from Main CHAMPS Window
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[4/24/ 2008
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lapproved by the RAME Mo
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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.
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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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4 | |
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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

b

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.)

X |5 |

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.)

10/6/2006
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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.

Open spplication Permmib |_ISelect Open Application Permit to open the Application/Permit window.
Close <— Select Close to close the Application/Permit window.

Save

Crl+5 <€ mrvngelect Save to save changes to the application data. |

Print...

1 L ]
Cirl+P <€ 4|Select Print to print the current window.

FPEml nec 1 I

Import Document <4——————{Select Import Document to open the Import File dialog box. |

Exit CHAMPS Select Exit CHAMPS to close CHAMPS.
—wﬁ [=] Eeginning MP: |

Range: |

Ending kF: 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
Permit

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

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 File | 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 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

I CHAMPS

File | Edit Permit Tools Reports Miscelaneous Launch  Window Help
JI D 4‘H_lSeIect Cut to cut selected text. |
Cut Cirl+% :
D Copy Ctrl+C Select Copy to copy selected text.
Paste Ctrl+v -
Select Paste to paste the cut or copied text.
I:'l Bl P TiF=TETI = [EFATIFETET = CIE I mT=Tmd | E T
Clone Application Select Clone Application to copy the current
application/permit data to create a new application/permit.
Appl1d: | | —
Perrnit Mo | Office |
Project; I County: I
11t I I | = o o =0 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

HD B DOpen application — ;

File Edit | Permit Tools Reports Mi : Heln

Select Open Application to open the Application/Permit window.

Select Issue Permit to open the Issue Permit window.
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I
Select Open UPERMIT to open the UPERMIT window. |

Appl 1d: | Permit Spec: |
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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.

10/6/2006
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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
I CHAMPS (PROD)
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Payment History
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Figure 9. Reports UPERMIT Menu
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Table 5. Reports Menu Functions

Reports Menu Item ' 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 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

File Edit Permit Tools Reports | Miscelaneous Launch  Win

Bl CHAMPS (TEST)

Select All Alerts to open the Active Alerts and
Inactive Alerts window.
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Select Active Alerts to open the Active Alerts
window.

Select Print Forms to open the Print Forms window.

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

Start MS Word «— |

Appl 1d: I

Print Envelope <¢—

Select Print Envelope to print an envelope addressed to

Permit Mo |

Create Right of Way E-Mail
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0 . N
Highway: | .
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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
research.

Select Fee Estimator to open the Land Use ADT Fee

Table 6. Miscellaneous Menu Functions

Estimator window.

Miscellaneous
Menu Item

Function/Description

All Alerts Select Miscellaneous |All Alerts to

alerts, both active and inactive, entered by a specific user.

open the All Alerts window to view all

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 S

ystem Administrators.

Security This menu item is only enabled for S

ystem Administrators.

Print Forms
Refer to Figure 11.

[ ]
[ ]
drawing

Sidewalk Approach drawing

Approach Road drawing

NOTE: Refer to the Appendices for illustrations of all of the above.

Select Miscellaneous | Print Forms to open the Print Forms window.

Application Form—Select to view or to print the Application Form
Type A Drawing—Select to view or print Ditch Section Approach Road

Type B Drawing—Select to view or print Curbed Highway with/without

Type C Drawing—Select to view or print Curved Highway Radius
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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
notifying Right of Way Engineering.

Fee Estimator

Select Miscellaneous | Fee Estimator to open the Land Use ADT Fee
Estimator window for estimating average daily trips (ADT) and
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
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Search  Application |P b | [ Security |:|| Specificati | Pravizi | I hi | Mot |
e roperty Print Forms pecification | Provizion | Ihepection | Nokes
- Start M3 Word k Existing Document
Apphcant r—— Template
m rin VElope EmMpla

---------- Create Right of Way E-Mail For Permit Spedialist Signature ¥

I Fee Estimator For District Manager Signature »

Street Address: |54‘I 0 He 338 For Region Manager Signature

s |Eugene For Tech. Serv. Mar. Signature ¥ ﬂ
Attachment to Letters L =
Phone: |[54'I] B23-2456 T m.—“ T

‘

rY L1 el

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.

N 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.

10/6/2006 Oregon Department of Transportation Section 2, Page 18



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

Figure 13. Miscellaneous Menu—Land Use ADT Fee Estimator

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

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

Enter the land uze info and press the calculate button.

Calculate | Cloze | Prirt |

Land Use ADT Fee Schedule
Low ADT High ADT Full Fee Reduced Fee
| 1 [ 29 [ Zo000 [ eo0o
I a0 [ 99 [ 50000 [ 20000
I 100 [ 599 [ 1.000.00 [ 40000
I B00 [ 2939 [ 200000 [ s0000
| 3000 [ 5933 | 200000 | 120000
| EO00 [ 9333 | 4.000.00 | 1.600.00
| 10000 | 99393 | 500000 | 2.000.00
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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

Il CHAMPS (TEST) -0 x|
File Edit Permit Tools Reports Miscellaneous | Launch Window Help
D g E 7 % EF_“I Q’ x | ]:!_+ Access Magmt Internet
- Hwy Construction Stds 1
I Application/Permit for OBEC Consulting E OARs (Approach) |
S OARs (Utility)
Search |.fi‘-.|:u|:ul|n::at||:un| F'rnpert_l,ll Generall Suppl ODOT Intranet ’|| Ir
QR Hwy Plan I
Appl Id:l 49385 ORS (Approach) A
Permit H'II Indenture Instructions and Procedures £
Caze Nn:u:l Standard Drawings {Frop
Highway: | ] TransData (Mapping)
Township: | LEFE
TanL t'| Crash Data
R Traffic Volume Tables
Const Flar |d: I Future Traffic Volumes
ADT: EQ | 5 CHAMPS Web Reporting S
Inz. Pal #:| Digital Video Log
—_—t
|Ready |5-18-06 14:53:13 i

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.

10/6/2006
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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

N BB e A L]

Reports  Miscellaneous

Launch | Window Help

Select Cascade to arrange open

1
[Select Tile Horizontal to arrange open Cascade €—— ;i dows in an overlapping style.
indows in a horizontally-tiled style.

Select Tile Vertical to arrange open ~ |.—% Tile Yertical

windows in a vertically-tiled style.

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

= Tile Horizontal

Select Layer to arrange open
windows in a layered style

Laver «

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 Caonsulting Engineers, Appl No. = 449
— o 2 Permits Issued for Year

3 Payment History Report

Retri

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 | Help
Select Help Topics to access the :
J] D % n D % % J XOnIine help files. > ﬂE||:ITn|:HCE .

- - - - Select About to open the About ﬁbnut
Bl Application/Permit CHAMPS window. r

Search |.-'-‘-.|:||:uli|:ati|:|n| F"n:upert_l,ll Generall SLEE| Iteml InsurancefBDndl Specification || Frowiziar

| Aoml 14 I Earmit Sner- | | HEY 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

About CH.A.M.P.S. |

% CHAMPS.
Werzion £.1.0 Build May. 17, 2006

Copyright (221333 0DOT

Click OK to close the About
CHAMPS window. g

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

R
File Edit Permit Tools Reports Miscelaneous Launch = - - - A
New Application | 0| < Select the Exit CHAMPS icon on
Cpen Application Permit the toolbar to close CHAMPS.
Close 10l x
Save Cirl+s erall Suppl Iteml Insulancef’Eondl Specilicalionl Provisionl Inspectionl Notesl Alertsl Firiditig: Click the Close Window [X] button
to close CHAMPS.
Print... Cirl+P
— Permit Spec: | |;| Applicant Last Mame:
Import Document - - Applicant Compary:
Exit CHAMPS ¢ Select File | Exit CHAMPS on the Prop Owner Last Mame:
= menu bar to close CHAMPS. Const Plan Id:
Fange: Ending kP, R map no:
Section: Engineering Sta: R/ File 1d:
Towniship: Permit Type: :i Deviation: I:E
ADT: [EQ I Stopping Distance [left]: EQ I Stopping Distance [right): IEO I
Ins. Pal. #: Appl Date (from]: [00/00/0000  [through: J00/00/0000 Woided: [Exclude Voids
Project: [ I | Search I Fieset |
&I Reason
Appl Permit Permit for Permit Application
1D Mumber Office County Hwy MilePoint Applicant Type Request Status Specialist Date Property Dwne
4] | |
[1-30-04 3:54:34
|F|ead_u 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 =10 x|
Fle Edit WView Favorites Tools Help | w
Qs - © - x] & ] s Jorens @ (2L 3@

Address [&] http:/fintranet.odot. state. or.us/cfchamps findex. cfm ] Bco |tk | @y -
IYAdobe - W7F - &-| || Search web |-l- - | Dmal - P Myvahoo! »

Home 0D OT searc 8

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
| ] =
a | _'l_l
i&] Done l_l_l_lﬂ Trusted sites -

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

3 How to Use the Oregon Department of Transportation - Microsoft Internet Ex - | EI|5|
Eile Edit Wiew Favorites Tools Help ‘ f,’
- — i -y
- €Y - N ) “r i -0 M- ﬁ
GBack \_J \ﬂ |EL| | Search ‘T‘.‘/\l::-‘ Favorites €3| =
Address I:ghl http:/fintranet.odot. state.or.us/Cf/Champs /{CHAMPS_Report_Instr.him j Go |Lil'1k5 » @ -
FYAdobe ~ Y_r - (fvl j Search Web |~ |2~ @4~ | (=0 Mail | = | &2 My Yahoo! S

Y

CHAMPS Online Search & Reporting (OSR)

System (CHAMPS) Web Access

Features

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

Also included for your use are:
« (lossary

« Status Definition
« Standard Reports Definitions

Use your browsers Back button or CHAMPS Menu Link at bottom of page to return o 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 unigque search criteria for researching individual or
groups of application/permits. |

On the help page, you will find:

e Information 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 10| =]
File Edit Wew Favorites Tools Help | 'l"
™ A = . R

egack = \_) = \ﬂ @ ;_Ij | /._\]5earch ‘::i‘( Favarites €3| [\:' (o= - ﬂ

Address I@ http: ffintranet. odot. state. or.us fcffchamps findex. cfm?fuseaction =search j Go |Links = @ -

F\YAdobe -~ Y_, - 6_2*' j Search Web Ivlv &~ | I Mail ~ i My Yahoo! »»
Y

ome | oDOT soaron -

CHAMPS Search

Welcome to CHAMPS Search Window

1) Please specifv the selection criteria.

Application Id: I Region: I 'l
Applicant Last Mame: | District: I vI
Company Name:l Deviaticun(type}:l 'I

Application Status: | j Project Related: | j

Highway MNa.: I 'I Highway Name: |
Begin MP: I (999.99) End MP: I (999.99)
F'ublich‘rivate:I "I Urban.-’RuraI:I vI

HWY Class- | -| HWY SubClass: | =
Reason for Request: I vI ADT: I 'I
- o Other Reasonable Access
Deviation jwith-wa): | j with-wic]: I "'I

Complete Access j j
Control with-wie): [

Status Begin Date:l (mmiddhyyyy) Status End Date:l (mm/ddfyyyy)
Received Begin Date:l (mmiddhynyyy) Received End Date:l (mm/ddfyyyy)
Created Begin Date:l (mm/ddiynyyy) Created End Date:l (mm/ddfyyyy)

Submit Reset | =
4| | _’l_l

[&] |_|_|_|ﬂ Trusted sites 4

Fees Waived (with-wio):
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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
criteria.

Refer to Table 10 for a description of the
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
application/permit displayed on the
CHAMPS Search Results Display
window, double click on its application
ID.

The CHAMPS Application Detail Report
window appears for the selected record.
See Figure 23 below.

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.
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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 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/0)

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.
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Figure 22. CHAMPS Search Results Display Window

3 CHAMPS Search Results - Microsoft Internet Explorer - 18] x|
File Edit View Favorites Tools Help | z"
e ) ; e A
Qo - O - %) [ (| Psewan Jormenss )| (2- 1 [F -1
Address I@http:,.’ﬁnh'anet.odot.siahe.or.usfcffﬁampsﬁndex.cfm j Go |Links > @ -
FJAdobe ~ Y_’ = évla"_ﬂﬂe_king's_men leearCh Web |v|v @v | (= Mail ~ @My\"ahoo! [E Answers - &Games - §b Music - »
[ Home | 0O DOT Search|
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.
Status . Mile . . e .
Appl ID |Status Date Highway Number and Name Point Applicant Name Applicant Company |ADT |Deviation |Project
5330 Deemed |5 132006 | 010 Wallowa Lake 4641 |Timothy Barton Wallowa Assembly of | 36/|None
Complete - God
5341 Deemed |5 132006 | 010 Wallowa Lake 46.45 | Timothy Barton Wallowa Assembly of | 36/ None
Complete - God
5404 | Aprvd(use) |02/27/2006 |071 Whitney 50.83 |City of Baker City 0/[None :(;gzﬁ
5405 | Aprvd(use) |02/27/2006 |071 Whitney 50.83 |City of Baker City 0/[None :(;gzﬁ
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 Patkway Cafe 13 [None i
— s o PP 77 | 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 -
| [ ]
@ Dane l_ l_ ’_ @ Trusted sites 4
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Figure 23. CHAMPS Application Detail Report Window

<3 CHAMPS Application Detail Report - Microsoft Internet Explorer -0l =|

File Edit View Favorites Tools Help | -f
% = A ) N A .
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FYAdobe - YT - &-|al the kings men |l search web |v|v &+ | EDmal ~ Pmyvahoot

-

Home | 0D

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 975814
Reason for Reqgst: Inventory Exist
RW Map No.:6B-2-21
Spec. Comp. Date:
Deviation: None
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: $0.00

Urban/Rural: Rural
Hwy SubClass: None
Create Date: 02/03/2006

Unit OF Measure: ADT
Land Use ADT: 9570000

Total Land Use ADT: 957 -
| 3

I_ ’_ ’_ |@ Trusted sites 5
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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

=10]x]
File Edit View Favorites Tools Help | |1.'
eBack L4 I\_;J ™ \ﬂ \ELI _h ‘ /.__] Search \j‘:{‘ Favorites {:‘3‘ |~ L‘_f < ﬁ
Address I@ http:/fintranet.odot.state. or. us/cffchamps findex. cfm?fuseaction =Report j Go ‘Links > '@ -
FiAdobe + Y¥ - &-[d the kings men  =][searchweb |+|EE+ @i+ | CImail ~ My Yahoo! € Answers »
(Home | 0ODOT searcn r
CHAMPS Reports
Welcome to the CHAMPS Report Window
1) Please specify the report vou wish displayed:
" Permitting Metrics Report " Status Timeline Detail Report
" Supplemental ltems Repaort ' Deviations With Other Reasonable Access Report
" Number Of Driveways Closed Report " Applications by Complexity Report
" Applications With a Specific Status Report " Total Applications Repaort
" Inspections Report " Insurance Report
" Bond Report " Custom Provisions Report
" Application Notes Report " Complete Access Caontrol Report
" Specified Completion Date Report " Applications Received Summary Report
" Decisions Made Summary Report " Received, Approved, Canceled. Denied Summary Report ~
" Deemed Complete Metrics Report " Decision Metrics Report
1) Please specify the selection criteria for the report.
Application Id: I— Reqgion: I_;,
Applicant Last Name:l District: I_;,
Company Name:l Deviation{type): I_;l
Application Status:l j Project Related:l j
Highway MNo.: I_;, Highway Name:l
Begin MF':l (999.99) End MF':l (999.99)
Public/Private: I_L, Urban/Rural: I_;, _ILI
4| | »
[&] [ [ [ [ Trustedsites v
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 The CHAMPS Report window appears.
page, select CHAMPS Report Screen. ' See Figure 24 above.

2. :0nthe 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

The CHAMPS Application Detail Report
window appears for the selected record.

report, double click on its application See Figure 26 below.
ID.
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 Items

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

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/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.
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Figure 25. Sample CHAMPS Report

3 Applications With a Specific Status Report - Microsoft Internet Ex =13l =l
File Edit WView Favorites Tools Help .'..'
@Eadq - O - |ﬂ @ \-_;j |;:' Search ‘“g_n_l\'g’Favorites @‘ [EE{* ;,., *
Address I@ http: /fintranet.odot. state.or us/cffchamps index. cfm j Go | Links ** @ -
lYAdobe - Yf - £v|ﬂ||_mE_H”Q'5_mEH || search web |~rl~r 4~ | C=IMail ~  »»

e

Home | 0ODOT
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 et (PELeaon Goplarer

|2 |II]5 |M |Deemed Complete

|2 |UE |m |Deemed Complete

|2 |UE |M |Deemed Complete

|2 |UE |% |Deemed Complete

|2 |UE |M |Deemed Complete |
2 05 |5506 Deemed Complete

|2 |II]5 |5_ |Deemed Complete

|2 |II]5 |5_ |Deemed Complete

|2 |UE |_T |Deemed Complete

|Number of ltemns: 9 -
4| | v

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

] CHAMPS Application Detail Report - Microsoft Internet Explorer 101 x|
File Edit View Favorites Tools Help | 1',"
- &Y - _ @ JL : 2| . B - ﬁ
@ Back \) |ﬂ @ Mh | /- Search “. Favorites Q} [\ =
Address |@‘| hth::fﬂnh'anet.ndu:ut.state.u:ur.us,.’cffd'uampsﬁndex.u:fm?ﬁ.lseactiu:un=.-5.|:||:|Iicaﬁu:unDetaiI1'j Go |Lir1ks » @ -

INAdobe - YT - - |althe kings men  ~|| search web |v|v &+ | Ewmal ~ iF My vahoo! »

F

Welcome to the CHAMPS Application Detail Report

Produced on 051972006 At 11:43 AM

Appl 1D: 5557
County: Lane
Region: 2
Office: Springfield
Highway: 015 McKenzie
Route: ORE126
Engineering Station: 319+13
ODOT Rep: Michasl Wilbur
Applicant: Susan Bryant
Address 1: 6585 Main Street
City St Zip: Springfield , OR 97478
Reason for Reqst: 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]

Home | 0O D OT

CHAMP S 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: 5000

Urban/Rural: Urban
Hwy SubClass: Maone
Create Date: 03/29/2006

Unit OF Measure: DU
Land Use ADT:5.1500

Total Land Use ADT:8.15 -
| »

|@ Done

I_ I_ I_ |@ Trusted sites v
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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
page, select one of the reports listed
under Region Level or District Level.
Refer to Figure 27 and Figure 28 below.

The corresponding graphical report
appears. See Figure 29 below. Refer to
Table 13 and Table 14 for report metric
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

3 CHAMPS Online Search & Reporting - Microsoft Internet Explorer -0 x|
File Edit View Favorites Tools Help | ! ,'
A = i . Ty 54 g
@Back - e - |ﬂ @ (_I:] | /._]Searm k~_L5J\(Faw-arltes €‘3| [‘_-_-'_-_\' = © ﬁ
Address I@hl http: /fintranet.odot. state. or.us/cfichamps findex. cfm j Go | Links ** @ -

FAdobe - Y_’ - :_fvla"_ﬂ"E_ki”El'S_mEﬂ ﬂ Search Web |vlv B~ | CIMal = %My Yahoo!  »

| Home | 0D OT searcn il
CHAMP S 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
a |L|_|
&] l_f_l_lﬁ Trusted sites v

10/6/2006 Oregon Department of Transportation Section 3, Page 43



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

Figure 28. Display Graphical Reports with District Level Data

3 CHAMPS Online Search & Reporting - Microsoft Internet Explorer =10O] =]
Fle Edit View Favorites Tools Help | i
Qs - © - ¥ (8] (| s Yoo @[ (2 L 3-8

Address |i€] http:/fintranet.odot.state .or.us/cfchamps/index. cfim | B)eo |Links | @y -
IdAdobe - W T - &-|al_the kings men x| Search web |vlv &~ | Imal ~ Bmyvahoot
(Home 0D OT searcn il

CHAMP S 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|£|

File Edit View Favorites Tools Help | |',"

o b, . A '-"] A . - .
e Back \‘_J |£| |EL| (ol | Fa Search ‘-:lf'\f Favorites @3 | = E ﬁ
Address I@ htn:u:fﬁntranet.ndnt.state.u:ur.usﬁ:ffmampsfgraphszeginn_LevelleDG-D4-3D_Ej =Y Go |Links | € -

FAdobe - W T - &-|al_the kings men || search web |'.|' - | IMal - PMyvahoo!

s

(Home | ODOT 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 Taroet - Accepted = 30 no further action
244 5 - ;
183 1
@
=1
2
="
& —
=
=3
<22 1 T
5
g
£
-
ol a B§
i i L I
1 4 5
1 C | |
] Done I_ I_ I_ @ Trusted sites v
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.
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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
=10l

File Edit Permit Tools Reports Miscellaneous Launch Window Help

IneED &R 7 X | &

Application/Permit for Some Co., Appl No. = 5003, Dist Id. = 10, Highway = 001AZ - |EI|1|
Search |Applicati0n| Propertyl Generall Suppllteml Insurance.-"Bondl Specificationl Provisionl Inspectionl Notesl Alertsl Findingsl
Appl |d:| Permit Spec: | -] Applicant Last Mame: | Applicat?on _StatUS[ES]i
Permit ﬂo:l foicel 'I Applicant Comparny: | Predpplication =
Caze No:l LCounty: I VI Frop Owner Last Mame: | Application Accepted
. - . Suppl. I R ted
nghway:l VI Beginning MP: | Ending MP: | SEEEI. “:mz H:Eiﬁ\? =
Township:l Fiange: I Section: I Deemed Complete
Tax LUl.I Engineering Sta: I R A map no: I B:ggizﬂ Eitrga.siﬁensmn_
Const Flan Id:l Permit Llpe:l | R File 1d: I EUHSL E:ans ;ECI_UEStEd
k.
sDLEQ | Sight Distance (eft; EQ | Sight Distance [right Ea | Const. Plans Acsaoted
Ins. Pal. ﬂ:l Deviatiom: [ =] Region: I | Ber‘!ieg:l —
Appl Dt [from}:J14703/2006 (throushl: [05713/2008 Enal, see
P'UjECtl =l | Search I Feset |
# Reason
Appl  Permit for Permit Application
1D Mumber Dffice County Hwy MilePoint  Applicant Request Status Specialist Date Permit Descripl
5001 [Diist. 10 Bend k4 arion 072 714 ([Bollman Jim Improvement  |[Pending Berlin, Marcus  |[04/13/2006
RO02 Diist. 10 Bend b arion 07z 714 [|Bollman Jim Fending Eerlin, Marcus  |[04/14/2006
R003 Diist. 03 Salem Coos 00142 12,50 oe Applicant Mew approach [[Pending Lnderhill. Larry |05/11/2006
E
4] |
[Ready 1906115765

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
-laix]

Fle Edit Permit Tools Reports Miscellaneous Launch Window Help

IneEO&SB s X | B

Application/Permit for Some Co., Appl No. = 5003, Dist Id. = 10, Highway = 001AZ =10l

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

Applicant
Last Mame] }Qpplicant First Mame: }Joe
Company: |Some Ca. Address Letter Ta: |Applicant LI
Sheet Address: |‘I‘ID‘I I ain Mailing Address: |p.0. box 10

City: |somecity State: |Dregon LI Copy Address | City: Isomeothercit}l State: IDregon vl
Zip: [12345- Country: IUSA Zip: |1 2345- Country:l

Phore: |[ 1 - FAX:I[ 1 - eMaiI:I

Approach Location

Highway| |DD1AZ Phoenix Siphon Frontage Rd. j Route: I vl I Cooz vl
MP: [12.50 Huwy Side: IL Mational Forest?: I Cies @ Mo
Reason For Request| INew approach j Existing Approach?: I ies @ No I Resticted Use

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

Designated Agent
Lazt Name: lﬁgent First Mame: ID esighated

LCompany: |H ave dgency will Travel Mailing Address: |

City: State: [{if{e Zip: Country:l
[ Local G

L PSR PRI W B e [T B T N o T | 1 ]

Approach Will Serve

Land Use Unit of Measure MHumber of Units  ADT Rate Land Use ADT Applld Land Use ID
Lodging (R ooms] LI Fooms 5.00  |6.2333 31.1700 B003 3634
Retail [Sq. Ft.) LI Sq. Ft. 1.000.00  |0.0471 47.1000 5003 3635
Recreational [Acres) LI Cles 5,00 [10.5467 527300 B003 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
Project

10/6/2006 Oregon Department of Transportation Section 4, Page 50



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

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

=
—Sort iterns by
|permit_appl_permit_nn:n ;I v Azcending = Inzert |
|permit_appl_|:nt_l,l_|:d ;l v Azcending Add
| compute_1 *| ¥ Ascending
' : Delete
|perm|t_appl_mp_n|:| ll v fecending
|permit_appl_hwy_nu:u LI v fscending e
|

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 within 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. To initiate 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 Application tab (of the Application/

Search tab, double-click on the desired
application/permit.

Permit window) appears displaying the
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

File Edit Permit Tools Reports Miscellaneous Launch Window Help
|DeEdo SR X | B
Il UPERMIT (Historical Data)

Search | General |

=10l x|

=101 x|

Fermit Mo I Permit Type: IApproach vI Mame Cantaiting: I
Diskrict: I vl Special Permit Type : I vI Comment Contaiting: I
Highwwaw: | ;I Beqinning MF: I Ending MF: I
Facility T_':'DBZI | Beg. Eng, Station: I End Eng. Station: I
Approval D ate [from]: IEI'I A01/1902 Approval D ate [through]; |D1 /01/1949 Sezidh | Reset |
il Approved/ Cancelled/
Permit Seq Permit Specl Beg MP/ Facility Completion Expired Cancell
Mumber Ho. Type Type Applicant Digt. Cnty Hwy End MP  Station Type Side Date Date By
47 A T SAMUELSOM, M m 04 102 22E0 112424 AR 5 04/29/1930
07/ n.1953
723 i, WOORHEES. & M 028 03 026 3080 J0+00 AR Mo 02/04/1943
27405 1 MORTHCOM I 0B 26 123 1350 168+70  ARZ Woo11/244918 01/07/2002 50952
aBe7T A WtWERLY SHOPPING CEM 04 22 001 23342 AR1 5 01/01/1945 08/21/1958 B 10981
5 i, POPE & TALBOT, IMC 05 20 8 3r.09 PR 12/10/1948
4 1 HAMSOM MATURAL 05 20 ms 414 PR = 07/14/1948
1 1 BOOTH KELLY LUMBER o5 o200 222 0.50 PR 02/02/1948
CHAMPS - d_search_results_upermit Number of Rows Matching Selection Criteria: 10
1]

|Ready

[f13081357.48

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

~ipix]
File Edit Permit Tools Reports Miscellaneous Launch Window Help
e En &8s X | &
—ioix
Search General |
District: I@ Permit Humnber: W Sequence Mumber: I_D Permit Type: I,é«_
Highway: IT Beginning MilePaint; IW Ending Milepaint: I— Side of Highway: IN—
Engineering Station; IW Mileage Type:: I_ Caunty: |2E;_ Facility: W
Applicant Mame: INDHTHEDN I Special Type: I_
Tawx Lot[z]: I— Right-ofway Map(z]: I—
Fermit Desc: |
Bond Reqr [nd: |D_ Bond Reqgr &mt: I— Insurance Required: |_ Insurance Filed: |_
Est Comp Date:| | Approved Date: 117241515 Expiration Date: [~ Entered Diate: [
Cancelled D ate: m Cancelled By: [50952
Commerits: |

|Ready

51306 1401:25 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

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. Toselect a record from the 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

1o/
File Edit Permit Tools Reports Miscellaneous Launch Window Help
|DEEdo &by X |1
Application/Permit for OBEC Consulting Engineers, Appl No. = 4985, Dist Id. = 10, Highway = 072 =lol x|
Search  Application |F'mperty| Generall Suppl Iteml Inzurance/Eond Specilicationl Prnvisionl Inspeclionl Notesl Alertsl Findingsl
Applicant =
[ETCTs) e
Company |DBEE Consulting Engineers Addiess Letter Too
Street Address: |2235 tizzion 5t SE I ailing Address: |F'D Box 1922
City: |Sa|em State: |Dregon =l Copy Address | City: |Salem State: |Dregon Ea|
Zip: IW Country: ILISA— Zip. IM Country: ILISA—
Fhane: IW Fax: I[]— ehal: |
Approach Location
Highiway |EI?2 Salem ;I Route: lm Im
fP: IT Huwy Side: IH_ Mational Forest?: Im |
Reazon For Request] |New approach LI Existing Approach?: Im rm
Interest in Adj. Property?: lm
Designated Agent
Last Name: l— First Mame: l—
LCompany: | Mailing Address: |
City: | State: | x| Zm | Countw:l
[ Locol Boverment =
Approach Will Serve
Land Use Unit of Measure Number of Units  ADT Rate Land Use ADT Applld Land Use ID
|Dﬂice [Sq. Ft.) j |Sq. Ft. 200000 |0.0117 23.4000 4385 3627
Turning Movements
|r Al Movements r Right In r Right Out r Left In r Left Out Spec_id:l 3940  Applld | 4985

[Feady [E1906 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—Maintains 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 . 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
=loix|

File Edit Permit Tools Reports Miscellaneous Launch Window Help

pEEdOSB L X | B

Application/Permit for OBEC Consulting Engineers, Appl No. = 4985, Dist Id. = 10, Highway = 072 ;|g|5|
Seaich Application |P|operty| Generall Suppl Iteml Insurance/Bond Specificationl F‘rowsinnl Inspactionl Notesl Alertsl Findingsl
Applicant =
Last Name] p\m First Mame: IE‘UIIman—
Company| IDBEC Conzulting Engineers Address Letter Ta:
Stieet Address: |2235 tigzion 5t SE Mailing Addrezs: |F'D Box 1922
City: ISaIem State: IDregon LI Copy Address | City: ISaIem State: IDregon LI
Zip: IW Couintry ILISA— Zip: Im Eountw:lLlSA—
Phore: I[SD?-]EW Fax: l[]— b ail: I
Apprgach Location
Highuwaay: I 072 Salem j Fioute: lm Im
P IT Huy Side: IH_ Mational Forest?: Im |
Fieason For Request] I New approach j Existing Appraach?: lm rm
Interest in Adi. Property?: Im
Designated Agent
Lazt Mame: l— First Mame: I—
Compary: | Mailing Address: |
City:l State: I LI Zip:l Counlry:l
e EE— R
Approach Will Serve
Land Use Unit of Measure Humber of Unite  ADT Rate Land Use ADT Applld Land Use ID
Office [5q. FL) j Sq. Ft. 200000 00117 23.4000 4385 3627
Lodging (R ooms] LI Fooms o0 B2333 311700 4385
Institutional [Sq. Ft.) j Sq. Ft. 2,000.00  |0.0301 £0.2000 4585
Turning Movements
|r &l Movements r Right In r Right Out r LeftIn r Left Out Spec_id 3940 Applld:| 4985
|Ready 51306 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

-ioix]
File Edit Permit Tools Reports Miscellaneous Launch Window Help
nEEo&s s X | &
Application/Permit for OBEC Consulting Engineers, Appl No. = 4985, Dist Id. = 10, Highway = 072 ] 4
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Last Hame: I First Mame: I
LCompany: | Mailing Address: |
Cily.l State: | LI Zip.l Cuunlry.l
Local G t
Land Use Review Reqd?: | Cives Mo Land Use Review Status: | =l
Current Zoning: Ibusiness Comprehenszive Plan Designation: I
. l— Laocal government
s Land Use File No.: I
Jurisdiction: I Contact: | Title: I
Address: I City: Zip Code: I
Phore: I[ ] - FA: ] - email:l
Local Gvmnt. Slgnature'l [Date: [00/00/0000
Applicant Signature block
Application Signed b}l:l Date: IDU!DD!DDUD
Miscellaneous
Fee Factor: I Fee Waived LI Fee Amt: -8.00
Seming Dtherl Public Street Mame: I e
Frastad b [Ratin Marms Frastad 22127008 lndstad ko [Rardin bdaeos lndstad IR AR20NR LI
Approach Will Serve
Land Use Unit of Measure Humber of Units  ADT Rate Land Use ADT Applld Land Use ID
Office [Sq. Ft) ﬂ Sq. Ft. 200000 00117 23.4000 4985 k27
Lodging [Fooms) j Fooms 5.00 |6.2333 a.1700 4385
Institutional (Sa. Ft.) LI Sq. Ft. 2,000.00  0.0301 60,2000 4385
Turning Movements
|r Al Mavements r Right In r Right Out r LeftIn r Left Out Spec_id 3940  Applld: I 4385

[Ready

B19-06 143813

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.
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Step

Action

Results/Comments

2.

For new applications, enter information
from the Application for State Highway
Approach onto the Application tab.

For existing applications, update the
Application tab information as
appropriate.

Refer to steps 3 through 10 for information
on the fields of the Application tab.

NOTE: When you create a new permit
application record, only the Application
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:
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

(0]

O 00O

000(50) Grandfathered Recognition

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.

(0]

O O0OO0O0Oo
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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
I [=]

File Edit Permit Tools Reports Miscellaneous La Click Copy Applicant
IDEEOS8B L X| B Address to copy from

Application/Permit for OBEC Consulting cngine the Application tab. ghwa =loix
Saarchl Application  Fropsse Generall Suppllteml Insurancef’Bondl Specif\cationl F’roviswonl Inspectionl Notasl Alartsl Find\ngsl
Property jnpy.&pplicanmddress
Address: [2235 Mission 5t 5 Record Id[ 5063
o State: [OR Zp[oraa Réw Fileld[
[~ R has performed access control research Camplete Access Conbiol? Im
Created by: |Ber||n, Marcu:  Created: II]Zﬂ 342006 Updated by IBerIln, Marcu  Updated: |D2j1 342006 Alert B A | Fepeat Township, Range, Sectionl
Tax Lot Township HRange Section Tax Lot Created by Created Date Updated By Updated Date Prop ID &}
n:r?nbel[s] 10 |T 0 |1 1] |1D |283 |2./1 3/2008 |283 |2./1 3/2006 IW
i [io fim il | | | | [E
0 [io [im [iz | | | | [E
10 [ro o [ I I | | [Foea— _|
il ol e | | | =
Property Owners _I Copy Applicant Data _I Copy Property Address
LastName: HERIE i e R FEC Coneulting Erginers =
Shiest Addiess: |2235 Mission St SE City: ISaIem— State_lm
Zip: IW Country: lUSA—
tailing Addiess: EZB Independence Dr.SE City: lSa\em— State: m
Zip: Im Copy Address I Country: ILISA—
Fhane [ETEE T N S — Y Use the scroll barto |
view other property |—3p
Hecordld:l 4082  Created by: IBarIin, Marcus Created: |D3.-*1 0/2006 Updated b_u:IEerIin, Marcus Updated:IUSfUZ"QDDE owner data.
=
|Ready E190514:50:20

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.

10/6/2006 Oregon Department of Transportation Section 5, Page 66



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

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
the Property tab.

Refer to Section 4. CHAMPS Search
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 confirm the | 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
¢ 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 of 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.

10/6/2006 Oregon Department of Transportation Section 5, Page 69




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

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, Hishway - |EI|5|
"] File Edit Permit Tools Reports Miscelaneous Launch Window Help =1l

lneEo&ns X| &

Searchl Applicaliunl Property  General | Suppl \leml Insurance/Bond Specif\cal\unl Pruvisiunl Inspeclwunl Nulesl Alerlsl Find\ngsl

For Office Use Only =
Application Id:l 4985 Permit Ma: I Permit Type: Fpproach
Permit Specialist: IBerIin, Marcus vl Office: IDist 10 Bend - Supercedes Permit: Click Select LRS to open
Status: IAppIicaliUn Accepted vl Status Feason: IPending - Cutoff D ate; [00/00/0000 the LRS Selection window
Status Diste: [J5/15/2006 Status History_| St TmEe Select LIRS | g—StatueborfBetmtacs | and $elect the apprgpnate
LRS Linear Referencing
|7Hc|adway. I \ Mlge Type: I R Overlap Cd: System values
Engineering Station: I58+25.SD Other Streets?: | (71 ves @WNo Other Permits?: | I Ye: @ No
Easement?: I i Yes @ Mo - . -
—_— Click Status Timeline to
andmarks; L&t the foot of the Golden Arches. . . .
Click Status History view the elapsed and
to view the status remaining number of days
Permit Desc: history. to process the
application/permit.
Project: |1D'I at Portway [Astoria) 10430 =1
Case No.: |2 R/ Map No: IUTB-SD-DE Const. Plans: [264-033
Praj. Recog. Apprch?: I Mat proj recagnized j Prep Time: .0g Diriveways clased by this application: [0 |
Est. Start Date: IUD.-"DD;"DDUD Est. Completion Drate: IDD.-"DD.-"DUDD Specified Completion D ate: [02/23/2006
App. Received by: I Berlin, Marcus vl Application Received Date: |D2z’1 342008 Expiration Date (Temp.): [00/00/0000
Total Land Use ADT: |114 77 Fee: I o0 EA Sublob] [FRMT 4200 I'I 03 j

Payment/Refund History
Payment/Refund Check Mumber Check Date Rcvd/lszued Date Check Amt Appl Id Row ID

Fayment | 1o | 05/19/2006 05/13/2008 I 4385 I

[Ready [F1906 150438 4

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 x|

Status Heazon Date By T arget Date ﬂ
|I3ranu:|fathereu:| |EIE.-"23.-"2EIEIE |B erlin, M arcus |
Iﬁ.pplicatiun Accepted |EIE.-"22.-"2EIEIE |E erlin, Marcus |3.-"24.-"2EIEIE
|F'enu:|ing |EIE.-"22.-"2EIEIE |B erlin, bMarcuz |
|Inventu:ur_l,l |EIE.-"22.-"2EIEIE |B erlin, bMarcuz | J
IF'enu:Iing IEIE.-"EE.-"EDDE IB erlin, arcus I

Ifl'-.ppwd w Mitigation |I]2.-"2'I S2008 |Berlin, b arcus |
|I]2a"2'l S2008 |B erlin, Marcus I3.-"23.-"2|:||:|E

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

Iﬂ.pplicatinn Accepted

|F'enu:|ing

Figure 41. Status Timeline Window

o

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:

Collaborative discussion
Hearing
Region review

Application
Accepted (ACC)

ODOT has received sufficient
application information to accept the
application.

Starts the 30-day period for ODOT
to respond to the applicant and
request any supplemental items
Starts the 90-day period for the
applicant to provide all information
required to complete the
application

Updates the General tab with the
30-day cutoff date

Generates an alert that becomes
active 10 days before the end of
the 30-day period
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Status ' Definition ' Comments
Approved to ODOT has approved the application You cannot select this option. The
Construct (AC) and issued a Permit for Construction. : 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

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

Canceled (CAN)

ODOT has canceled the issued permit
for specified reasons.

Reasons for canceling a permit may
include:

Closure

Combined through indenture
Superceded by other permit
Expired

Deficient construction

Other (explained on Notes tab)

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.
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Status

' Definition

' Comments

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

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

o 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:

Alternative access

Crash history

Deviation

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.
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Status

' Definition

' Comments

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.

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.
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Status

' Definition

' Comments

Supplemental Items
Requested (SIR)

ODOT has requested supplemental e Starts the 60 or 90-day period,
items from the applicant. 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 ltems (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. .
Void (VOI) - ODOT has invalidated the application = Reasons for voiding an application

- and stopped processing it. - may include:

e Data entry error

e Incomplete application

“e  Withdrawn by applicant

e 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. | Access the application record and | The Application/Permit window appears with
select the General tab. the 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 For new applications, the system automatically
permit specialist responsible for the | defaults to the current user. A permit specialist
application from the drop-down may take ownership of another specialist’s
menu. 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
number of any previous permit for  have been replaced by a new permit.
this approach. (Example: additional land use.)
4.  Status—Refer to Table 15 for a When updating the status of an
listing of the different statuses and  application/permit, you must follow a set status
How to Update sequence. You cannot set a status to a level
Application/Permit Status for that is chronologically prior to the current
more information on how to update status. If this occurs an error message appears,
the status. prohibiting the status change. Refer to Figure
42 below.
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Step

Action

Results/Comments

5.

Status 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
based on application/permit status  needs to perform a specific action. Date is the
and represents the applicant’s same as the Target Date on the Status History
“clock.” window. Refer to Figure 40 and Table 15

above.

7. LRS—<Click Select LRS to open  The system enters the selected LRS information
the LRS Selection window and on the Application tab.
select the 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

engineering station. adjustments are needed. A change will re-alert
R/W.
9.  Other Streets? Select “yes” or “no”.

It is possible to permit an

approach to the highway on the Where a planned public street or road

condition it will be removed or network cannot be provided at the time of

modified once the local projectis ~ development, an application may be

built. 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 Referencing a project will unmask the “EA
ODOT projects, either by Project | SubJob” field, allowing you to enter the project
Name or by Key No. number.

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

Action

Results/Comments

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 : Enter the most current R/W map number.
map number.

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

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

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

19. EA SubJob—System generated The EA is based upon the District in which the
based on fee factor. 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 ' Select payment or refund, as appropriate, from
click on the “gray” box to activate :the menu in “payment/refund” window. Enter
window. remaining data (date, amount). Print a copy of

the GENERAL TAB and attach to the check to
send to Finance.
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Step | Action Results/Comments

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

CHAMPS LRS Selection Window

Road Roadway Mileage Overlap Beginning Ending Maint.
] ] Type Mileage Cd Milepoint Milepoint Juris.

IUUE 1 2106800 2107600 S

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

k. | 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
30 to 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—-1L11 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 Table 19 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 Table 19 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

the General tab.

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.
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 0N the General tab, select the desired status
e For Region Manager Signature f_rom the drop-down menu in the Status
e For Tech. Serv. Mgr. Signature  field 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

Application/Permit window.

The Status field should reflect the desired
status.

8. :Status Reason—From the drop-down
menu, select the appropriate reason for
the change in status.

The reasons available on the drop-down
menu vary based upon the selected Status.

9. Click the Save icon on the toolbar to
save the updated status for the
application/permit.

CHAMPS saves the updated status and
enters Status Date and Status By fields.

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

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

Sequence  Update
Status Order Method Comments
Appeal (APL) 130 Manual :e Does not update cutoff date
e Does not generate alert
e Does not lock application/permit record
Application 20 Letter e Starts ODOT's 30-day period to respond to applicant
Accepted (ACC) generation and request supplemental items
(02) e Starts applicant’s 90-day period to provide information
required to complete application
e Updates cutoff date
e Generates alert that becomes active 10 days before
end of 30-day period
e Does not lock application/permit record
Approved to 110 Permit |e Does not update cutoff date
Construct (AC) issue e Does not generate alert
e Locks application/permit record except for insurance
data and notes
Approved to 120 Permit |e Does not update cutoff date
Use (AU) issue e Does not generate alert
e Locks application/permit record except for bond
disposition and notes
Canceled (CAN) 140 Permit -e Does not update cutoff date
cancel e Does not generate alert
e Locks application/permit record
Conditional 100 Letter e Use when land use decision is pending
Approval (CAP) generation : ¢  Removes cutoff date
(11) e Generates an alert
e Does not lock application/permit record
Construction 78 Letter e Starts ODOT's 60-day period to issue Preliminary
Plans Accepted Generation Permit to Construct
(CPA) (68) e Does not update cutoff date

Generates an alert that becomes active 10 days
before end of 60-day period
Does not lock application/permit record

10/6/2006

Oregon Department of Transportation

Section 5, Page 85




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

- Sequence : Update
Status Order . Method . Comments
Construction 70 Letter e Starts applicant’s 60-day period to provide requested
Plans generation construction drawings
Requested (7) e Updates cutoff date
(CPR) e Does not generate alert
e Does not lock application/permit record
Construction 76 Manual e Stops applicant’s 60-day period to provide
Plans Review construction drawings
(RCP) ¢ Does not update cutoff date
e Does not generate alert
e Does not lock application/permit record
Decision 60 Letter e Use when ODOT needs additional time to make a
Extension (DEX) generation decision
(13) e Updates cutoff date
e Does not generate alert
Does not lock application/permit record
Deemed 40 Letter e Starts ODOT’s 60-day period to either approve or
Complete (TCP) generation deny application
(49) » Does not update cutoff date
e Generates alert that becomes active 10 days before
end of 60-day period
e Does not lock application/permit record
Deemed 50 Letter e Extension agreement for applicant to return
Complete generation supplemental items
Extension (DCX) (09) e Updates cutoff date
e Generates alert
e Does not lock application/permit record
Denied (DEN) 80 Letter e Does not update cutoff date
generation . ¢ Does not generate alert
(12,30) e Locks application/permit record
and
manual
Expired (EXP) 150 Letter e Does not update cutoff date
generation ;¢  Does not generate alert
(10,65, ‘e Locks application/permit record
76) and
manual
Grandfathered 160 Letter o Does not update cutoff date
(GRD) generation -«  Does not generate alert
(50) Locks application/permit record
Inventory (INV) 170 Manual e Used with ODOT construction projects only
e Does not update cutoff date
e Does not generate alert
e Locks application/permit record
Pending (PEN) 10 System :e Does not start clock for either ODOT or applicant
defaultor ;e Does not update cutoff date
manual e Does not generate alert
e Does not lock application/permit record
Pre-application 5 Manual e Does not start clock for either ODOT or applicant
(PRE) e Does not update cutoff date
e Does not generate alert
e Does not lock application/permit record
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Sequence : Update
Status Order Method : Comments
Preliminary 90 Permit -e Starts applicant’s 21-day period to object to the
Construction issue provisions, mitigation measures, conditions or
Specifications agreements required as conditions of approval for the
Issued (PRI) Permit for Construction
e Starts applicant’s 60-day period to provide
insurance/bond information
e Updates cutoff date
e Does not generate alert
e Does not lock application/permit record
Preliminary 91 Manual ‘e Stops applicant's 60-day period to provide
Construction insurance/bond information
Specifications e Does not update cutoff date
Returned (PRR) e Does not generate alert
e Does not lock application/permit record
Supplemental 30 Letter e Starts applicant’s 60 or 90-day period to provide
Items generation requested supplemental items; applicant has 60 days
Requested (SIR) (07) 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
e Does not update cutoff date
e Does not generate alert
e Does not lock application/permit record
Supplemental 31 Manual ‘e Stops applicant’s 60 or 90-day period to provide
Items Review requested supplemental items
(RSI) e Does not update cutoff date
e Does not generate alert
Does not lock application/permit record
Void (VOI) 180 Manual :e Does not update cutoff date
e Does not generate alert
e Locks application/permit record
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Table 20. Application/Permit Status Update Information by Sequence Order

Sequence | Update
Status Order Method | Comments
Pre-application 5 Manual e Does not start clock for either ODOT or applicant
(PRE) e Does not update cutoff date
e Does not generate alert
e Does not lock application/permit record
Pending (PEN) 10 System e Does not start clock for either ODOT or applicant
defaultor ‘e Does not update cutoff date
manual e Does not generate alert
e Does not lock application/permit record
Application 20 Letter e Starts ODOT's 30-day period to respond to applicant
Accepted (ACC) generation and request supplemental items
(02) e Starts applicant’'s 90-day period to provide information
required to complete application
o Updates cutoff date
o Generates alert that becomes active 7 days before
end of 30-day period
e Does not lock application/permit record
Supplemental 30 Letter e Starts applicant’s 60 or 90-day period to provide
Items generation requested supplemental items; the applicant has 60
Requested (SIR) 07) 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
e Does not update cutoff date
e Does not generate alert
e Does not lock application/permit record
Supplemental 31 Manual :e Stops applicant’s 60 or 90-day period to provide
Items Review requested supplemental items
(RSI) e Does not update cutoff date
e Does not generate alert
e Does not lock application/permit record
Deemed 40 Letter e Starts ODOT's 60-day period to either approve or
Complete (TCP) generation deny application
(49) e Does not update cutoff date
o Generates alert that becomes active 10 days before
end of 60-day period
e Does not lock application/permit record
Deemed 50 Letter e Extension agreement for applicant to return
Complete generation supplemental items
Extension (DCX) (09) e Updates cutoff date
e Generates alert
Does not lock application/permit record
Decision 60 Letter e Use when ODOT needs additional time to make a
Extension (DEX) generation decision
(13) e Updates cutoff date

Does not generate alert
Does not lock application/permit record
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Sequence : Update
Status Order Method : Comments
Construction 70 Letter e Starts applicant’s 60-day period to provide requested
Plans generation construction drawings
Requested (17) e Updates cutoff date
(CPR) e Does not generate alert
e Does not lock application/permit record
Construction 76 Manual e Stops applicant’s 60-day period to provide
Plans Review construction drawings
(RCP) e Does not update cutoff date
e Does not generate alert
e Does not lock application/permit record
Construction 78 Letter e Starts ODOT's 60-day period to issue Preliminary
Plans Accepted Generation Permit to Construct
(CPA) (68) e Does not update cutoff date
e Generates an alert that becomes active 10 days
before end of 60-day period
e Does not lock application/permit record
Denied (DEN) 80 Letter e Does not update cutoff date
generation i ¢  Does not generate alert
(12,30) e Locks application/permit record
and
manual
Preliminary 90 Permit e Starts applicant’s 21-day period to object to the
Permit to issue provisions, mitigation measures, conditions or
Construct agreements required as conditions of approval for the
Issued (PRI) Permit for Construction
e Starts applicant’s 60-day period to return
insurance/bond information
e Updates cutoff date
e Does not generate alert
e Does not lock application/permit record
Preliminary 91 Manual e Stops applicant's 60-day period to return
Permit to insurance/bond information
Construct e Does not update cutoff date
Returned (PRR) e Does not generate alert
e Does not lock application/permit record
Conditional 100 Letter e Use when land use decision is pending
Approval (CAP) generation : ¢  Removes cutoff date
(11) e Generates an alert
e Does not lock application/permit record
Approved to 110 Permit -e Does not update cutoff date
Construct (AC) issue Does not generate alert
e Locks application/permit record except for insurance
data and notes
Approved to 120 Permit -e Does not update cutoff date
Use (AU) issue e Does not generate alert
Locks application/permit record except for bond
disposition and notes
Appeal (APL) 130 Manual :e Does not update cutoff date

e Does not generate alert
e Does not lock application/permit record
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- Sequence : Update
Status Order . Method ' Comments

Canceled (CAN) 140 Permit e Does not update cutoff date
cancel e Does not generate alert
e Locks application/permit record

150 | Letter o Does notupdate cutoff date
' generation ‘e Does not generate alert
(10,65, e Locks application/permit record

Expired (EXP)

76) and
i manual
Grandfathered 160 Letter e Does not update cutoff date
(GRD) generation e  Does not generate alert
(50) e Locks application/permit record
Inventory (INV) 170 Manual :e Used with ODOT construction projects only
e Does not update cutoff date
e Does not generate alert
e Locks application/permit record
Void (VOI) 180 Manual fe Does not update cutoff date
e Does not generate alert
e Locks application/permit record
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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 -0 x|
] Fle Edit Permit Tools Reports Miscellaneocus Lsunch  Window Help - Iﬂlﬂ

DEEOSB L X | B

Searchl .t’-‘n.pplicationl F'rupertyl General  Suppl [tem |Insurance£Bund| Specificationl F'lovisiunl Inspectinnl Notesl .t’-‘n.lertsl Findingsl

Select a supplemental item before entering a status for it.

Supplemental ltem Status Status Date Status by
& | IDEHE [Requested =] [p570172008 [Berin. Marcus
o el eBiveb [Submited ta ODOT + | [05/03/2006 [Berin. Marcus
Grant and Indenture Process = -
— - IFlewew by ODOT LI IDE;"DSQDDB IBerhn, M arcus
Illrniration Design
Intergovernmental Agrsement |.-’-‘«ppr0ved by ODOT LI IDE,.-'1 8/2008 |Berl|n, Marcus

Land Uze or Zoning Confirmation

Preliminary Design

+ |Traffic Contral R eview

Traffic: Signal Dezign

A plus sign (+) next to a supplemental
item denotes that the item has status
records. Click the supplemental item to

[Riaady view the status of the item. 51508 154505

+ |Tranzportation Impact Study
[

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 ltem 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
the Supplemental Item tab.

Refer to Section 4. CHAMPS Search
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
o Intergovernmental Agreement you have not entered a status for the
e Land Use or Zoning Confirmation selected supplemental item.
¢ 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).

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

Action

Results/Comments

7.

Click the Save icon on the toolbar to
save the supplemental item information
for the application.

CHAMPS saves the changes and updates
the application accordingly.

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.

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.

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

Mowesasn =

File | Edit Permit Tools Reports Miscelaneous Launch Window Help

|DEEHOSB L 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
directed to the Office of Maintenance |

(503) 986-3031.

Sealchl Applicationl F'ropert_l,ll Generall Suppl ltem  Inzurance/Bond | 5pecificatio

Inzurance

Insurance Company: |Gnod Guys Inzured: |DDDT
Palicy Mo: I'I aoisn Fuolicy Begin: IDE.:"EI'I J20068 Falicy End: IDSJSDQDD?
Policy gmount; I $1.000.000 Required Armount:
Bond
Bond Company: Iabc Bond Mo: I'I 212
Bond Amount: I $R0,000 Required Amaount: I 50,000
Disposition: IHeIeased "I Dizposition Fecorded: ID4.I"EI?H2EIDE Dizpozition by IEerIin, GE=N
|Ready [5-19-08 16:10:01 v

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.
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Figure 46. Other Application/Permits Using This Number Window

Other application/permitz using thiz number

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

Applicant Insurance
Appl Ho Last Hame Applicant Company Inzurance Company Policy Amt
| 687 [Crunican Mia lstate | $5.000

Print |

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.
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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.

5. | 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.
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Step

Action

Results/Comments

6.

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.

7. | Policy End—Enter the policy ending Format is MM/DD/YYYY. If you enter a

date. Policy End date, you must enter a Policy
Begin date. The Policy End date must be
after the Policy Begin date.

8.  Policy Amount—Enter the amount of  If you enter a Policy Amount, you must
the insurance policy. enter a Required Amount.

9. Required Amount—Enter the required ' The default is $500,000. If you enter a
amount of the insurance policy. 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  If you enter a Bond Amount, you must
_the bond. _enter a Required Amount for the bond.
“The amount is to be specified by the
Region Manager.

13. Required Amount—Enter the required - If you enter a Required Amount for the

amount for the bond. 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 Permit Specialist can only set the bond
the bond. Choices include: Disposition to Issued. Call 503-986-3031
e Issued for information about setting it to
e Released Released.

15. :Click the Save icon on the toolbar to CHAMPS saves the insurance/bond data
save the insurance and/or bond data for :and updates the application, including the
the application. 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
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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:

Step Action

Results/Comments

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.

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

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.
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Step | Action Results/Comments
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).
¢ 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.

14. Sub Base—Select the type of sub base - If Sub Base selected, Thickness must be
for the approach from the drop-down entered. Format for Thickness is inches or
menu. 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 If Base selected, Thickness must be
for the approach from the drop-down entered. Format for Thickness is inches or
menu. millimeters to two decimal places (e.g.,

6.75 inches). Refer to Appendix H.
Pavement Laver Examples for more
information on pavement layers.
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Step | Action

Results/Comments

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 Laver 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.

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
save the specification data for the

CHAMPS saves the specification data and
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.
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Step | Action Results/Comments
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
menu. 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

=lolx|
=181x|

IDEED&SB s X | B

Available

Standard Provisions

Prov # Short Description

General Requirements
00140301 |F'Ians are approved in general

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

-

A

Bl

Searchl Applicationl F'lopertyl Generall Suppllteml InsurancefBondl Specification  Provision | Inspectionl Notesl ﬂlertsl Findingsl

Aszsigned

Prov #

Short Deszcription

IDD‘I 50,201 [48 hour notification

IDD‘I 50401 Jas-corstucted drawings

00150.402 [Certified testing inspector

00150201 [43 hour notification Right click on a standard provision

00150.401 JAs-constructed drawings +— 0 view the full text Of_the prqvision
on the Standard Provision window.

00150.403 [Maintain all existing structures
00150411 ICopy of permit at job zite at all times
00150501 |Ea|| OUMC before digging.

IDU‘I 50501 |Ca|| OUNC before digging.

Click Spell Check to check

the
on.

17 spelling of a custom provisi

Spell Check |

| 0002.000 [Mot to be used for easements

Created by Created Updated by Updated
== [Beilin, Marcus |05/15/2006  [Berin. Marcus |05/14./2008
[Berin. Marcus [05A15/2006 [Berlin, Marcus  [05/13/2008

|Ready

[519-0616:21:25

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.

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
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the entire text of each standard provision on the Standard Provision window. Refer to
Figure 49 below.

Figure 49. Standard Provision Window

Standard Provision 150402 I

rfi'-.pplicant zhall hire a certified testing inspector ;I
b manitar construction and azsure compliance
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 Refer to Section 4. CHAMPS Search
Provisions tab. Function for information on how to locate

| a specific application.

2. To add one or more standard provisions : The selected/highlighted provisions appear
to an application: in the Assigned listing on the right side of
e Select/Highlight the provision(s) to  the tab.
be included from the Available
listing on the left side of the tab and
click Add (or double click a
selected/highlighted provision).
e Repeat the above step to add other
standard provisions to the

application.
3. Toview the full text of a standard Refer to Figure 49 for an illustration of the
provision: Standard Provision window.

e Select/Highlight a provision and
right click. The Standard Provision
window appears.

e Review the text of the provision,
then click OK to close the Standard
Provision window.

e Repeat the above steps to view the
full text of other standard

provisions.
4. To remove one or more assigned The selected/highlighted provisions
standard provisions: disappear from the Assigned listing on the
e Select/Highlight the provision(s) to  right side of the tab and are removed from
be removed from the Assigned the application.

listing on the right side of the tab
and click Remove (or double click a
selected/highlighted provision).

e Repeat the above step to remove
other standard provisions from the

application.
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.
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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
Provisions tab.

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

2. Tocreate/add a custom provision:

In the Custom Provisions section of
the tab, right click and select Add
from the drop-down menu. A row
appears for adding the custom
provision.

Enter the text of the custom
provision.

Click Spell Check to spell check
the entered text. The Spelling
window appears. Refer to Figure 50
for an illustration of the Spelling
window.

Complete the spelling check of the
custom provision and close the
Spelling window.

Repeat the above steps to add other
custom provisions to the
application.

3. To modify a custom provision:

Select/Highlight the custom
provision to be modified.
Enter/Revise the text of the custom
provision.

Click Spell Check to spell check
the entered text. The Spelling
window appears. Refer to Figure 50
for an illustration of the Spelling
window.

Complete the spelling check of the
custom provision and close the
Spelling window.

Repeat the above steps to modify
other custom provisions attached to
the application.

10/6/2006

Oregon Department of Transportation Section 5, Page 106




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

Step | Action

Results/Comments

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
save the changes to the custom
provisions attached to the application.

CHAMPS saves the changes and updates
the application accordingly.

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.

Figure 50. Spelling Window

Spelling [ 2] I

ok in Dickionary: keh

Change to: Ithe|

Suggeskions: 'ITT_IE j | Ignore I Ignore All |
Ezgh Change | Change All |
. =l | sugeest |

Add words to; CUSTOM, DIC
ell Walue: This is a kest of teh systesm, This is a test,

¥ Always suggest
™ Ignore UPPERCASE

IUndo Lask |

;I AubtaCorrect |

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
| File Edit Permit Tools Reports Miscellaneous Launch Window Help -2 =l

nDeEo&Bm s X | B

Searchl .&pplicatinnl F'ropertyl Generall Suppllteml Insurancea’Bondl Specificatinnl Pravision Inspection |Notes| .&Ierlsl Findingsl

Tpe: ISilB wigit x| [ Datel|EEREINE Created by: IBerIin, tarcus Created: IEIEH 9/2006
Inzpected by: |Ber|in, M arcus LI Updated by: IBerIin, rd arcus Updated: IDE.I"'I /2006

Mote: |This is a repart of the inspection cormpleted on 5/13/2006.

Tupe: | Site visit | [Date]jos:19/2008 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
Mote: [Had ta fallow up in the afternoon of 5/19/06.

|Ready 51908 16:3052 4

Table 21. Pre-construction Inspection Checklist

Pre-construction Inspection ltem

1. Proposed Driveway Location

la. Adequate sight distance.

1b. Functional area of intersection overlaps driveway location.
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Pre-construction Inspection ltem

1c. Mainline roadway cross section issues:

o Traffic blockage for roadway without TWLTL

¢ 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 22. 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|o|g A W INE

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
Inspection tab.

Refer to Section 4. CHAMPS Search
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
inspection.

The Date format is MM/DD/YYYY. The
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
save the inspection notes for the
application.

CHAMPS saves the inspection data and
updates the application accordingly,
including entering the Created By and
Created fields.

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.
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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.

2. | To modify or update an existing

inspection:

Select/Highlight the existing
inspection to be modified.
Type—This is a protected field and
cannot be changed.

Date—Update or change the actual
date of the inspection.

Inspected By—Select the name of
the person who completed the
inspection from the drop-down
menu.

Note—Update or revise the
freeform notes about the inspection.
Click the Save icon on the toolbar to
save the changes, and CHAMPS
enters the Updated By and
Updated fields.

Repeat the above steps to modify
other inspection data on the
application.

The Date format is MM/DD/YYYY. The
inspection date must be prior to or equal to
the current date (i.e., no future dates).

3. To delete an existing inspection:

Select/Highlight the inspection to be
deleted.

Right click and select Delete from
the drop-down menu. The selected
inspection is deleted.

Repeat the above steps to delete
other inspections from the
application.

The selected/highlighted inspection
disappears from the tab and is removed
from the application.

4. Click the Save icon on the toolbar to
save the changes to the inspection for
-the application.

CHAMPS saves the changes and updates
the application accordingly.

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 Rond

1 File Edit Permit Tools Reports Miscellaneous Launch Window Help

=101 %]
=181 %]

IDEED SR, X | B

SEarchl .&pplicationl Propert}ll Generall Suppllleml InsurancefBondl Specificatinnl Prnvisionl Inzpection

hotes | Alerts | Findingsl

applications 4622 and 4620

Mote Created By Created Updated By Updated
entered per Aref Bozorgina IHDSB, Mike: IDE;"D4;’2DE|5 IHDSE, Mike IDE;’D#QDDE
entered check information. The check number 15587 iz to pay for the fee on IH oze, Mike IDE;"DdQDDE IHDSE, Mike IDE;’DdQDDE

azzume no approaches are exizting, aranfatherable, or have been izsued prior
approoach permits,

Inztructed Mike to enter reazon az "new approach’ instead of “inventon exist”, | |Batten, Ann

|DE.:-'DE£2DI35

IE atten, Ann |DE£DE§;"2DE|5

measurements on 05-12-2008. Aref has decided to take this file #4623 and file
4622 and do them from start to finish g0 he can leam CHAMPS,

laref and | went out with Gene from distict 4 and took all pictures and |F| ose, Mike

|I35.f'1 342005

IFlose, Mike |05£'I 342005

woLld be 430 feet. Also this application iz not on -5 but on chemawa road. 'We are
waiting for a drop dowin to be entered,

Spacing to the left iz prezently 79 feet. thiz road i to be clozed =0 the nest spacing |F| ose, Mike

|I35.f'1 8/2005

IFlose, Mike |05£'I 8/2005

Ridge Dirive realignment with Radiant Drive.

Change Highway side from "L"[Left] to "R". Application 4622 iz for the South leg |annrgnia, Are |DE£DE;’2D|:|5

IEozorgnia, .-’-'n.reIDBJDEi..-?DEIE

From; IK&PLAN Dan *0DOT

Sent:Itonday, June 06, 2005 4:.01 PM

ToBOZ0RGMIA Aref; SANTOS Dennis M, WALTON Gene
Co:HEMDERSOM Jacklyn C: KING Heather L * ODOT
Subject: IPreliminary Milepoints for Hwy O01TPM [Chemawa Rd )

| have beer requested to provide milepoints on Chemawa Bd.. west of the |5
Interchange for a acceszs permit at Radiant D The beginning of the existing
cornection iz east of thiz point. Alter researching files and maps, it has been

----- Original Meszage--- |H ose, Mike

|DEHD?‘H2DI35

IHose, Mike |DE£D?;"2DDE

|Feady

51906 16:3845 -

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. |To add a note:

Right click and select Add or Insert
from the drop-down menu. A row
appears for entering the note.

Enter the note text.

Repeat the above steps to add other
notes to the application/permit.

NOTE: A note may be more than one line
in length. As you enter the note text, the
text wraps to the second and subsequent
lines as necessary. You can type up to
32,000 characters per Note.

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:

Select/Highlight the existing note to
be modified.

Enter/Revise the note text.

Repeat the above steps to modify
other notes to the
application/permit.

Copy and paste functions can be
used to place emails, laws, or other
text within a note

NOTE: A note may be more than one line
in length. As you enter the note text, the
text wraps to the second and subsequent
lines as necessary.

NOTE: Only the user who created a note
may update the existing note.

4. To delete an existing note:

Select/Highlight the note to delete.
Right click and select Delete from
the drop-down menu. The select
note is deleted.

Repeat the above steps to delete
other notes from the
application/permit.

NOTE: Only the user who created a note
may delete the existing note.

5. | Click the Save icon on the toolbar to

save the changes to the notes attached to
the application/permit.

CHAMPS saves the changes and updates
the application/permit accordingly.

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

10/6/2006

Oregon Department of Transportation

Section 5, Page 113




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

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

Wl CHAMPS (PROD) - [Application/Permit for Confederated Tribes of Grand Ronde, Appl No. = 4623 o IEIIﬂ
] File Edit Permit Tools Reports Miscellaneous Launch Window Help o Iﬁl Iil
|DEdOSEmy X | B
Searchl Applicationl Propert}ll Generall Suppllteml Insulance.-"Bondl Specificationl Provisionl Inspectionl Motez  Alerts | Findingsl
Stop
Rem Created By Created Updated By Updated
This &pplication has only been Approved With 06,28/ 2006 i ves |Hose, Mike -] |Hose, Mike |03£30.-’2DDB |F|ose, Mike |DSESD£2DDB
kitigatian. 0 No
The Interchange Deviation has been confimed by the |u3x3nx2005 ) Yex IHose, Wik L”Warren, Drawvid |0333032005 IHose, Mike |u3x31 F2006
RAME. Mo
The Spacing Distance Deviation haz been approved ID3.-"3IJ.-"2DDE . ey IHDSE, Mike ;I I’Warren, David IDE.-"BD.-QDDB IFlose, Mike IDE.-"?I S2006
by the RAME. ' No
|Ready [519-0616:40:45

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.

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.
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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

Right click and select Add from the
drop-down menu. A row appears
for adding a new alert message.
Alert—Enter your message or
reminder.

Date—Enter the date you want the
alert to be activated or select the
date from the drop-down calendar.
Stop Rem—Select No.
Notify—Select the person from the
drop-down menu to whom you want
to send the alert message.

Repeat the above steps to add other
alert messages to the
application/permit.

for CHAMPS to save the alert to the
application/permit.

The Date format is MM/DD/YYYY. The
alert date must be greater than or equal to
the current date (i.e., no past dates).

If you set Stop Rem to Yes, the alert
message deactivates and does not appear
on the Alerts window when you initially
log on. The default is No.

The default person for Notify is the current
user.

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. deactlvates/(_:loses and does n(_Jt appear on

e Repeat the above steps to modify the Alerts window when you initially log
other alert messages attached to the on.
application/permit.
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Step | Action Results/Comments

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

=1k
File Edit Permit Tools Reports Miscellaneous Launch Window Help
|nDeEHD 8B X | B

Application/Permit for abc, Appl No. = 4923, Dist Id. = 10, Highway = 092BT - | Dlll
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Deviation and Findings Selection fields

Application: 4923

Average Daily Trips: |—18 Joint Access?: lm Accessz Mgmt Plan?: lm
Urban/Rural Flag: lm Owrership: lm MPO: lm
Double Frontage™?: Im In fill/Re-development: Im Huay Clazs: IW
Alternate Access?: lm Alternate Access Reazonable?: m Huwy Sub Clazs: IW
Altermate Access be made reasonable?: | ;I Huwy Seq Desig: IW
Famp?: lm Famp Distance; l— Mainline/Crossing: lm
Posted Speed: |—45 Sight Distance [left]: oo Sight Distance [right]: l—?UD
Spacing Distance [left): a00 Spacing Distance [right]: a00 Black Spacing Distance: l—
Deviation: IDeviation r RAME Sight Distance Appry. r RAME Spacing Dev. Appr. r RAME Confirm |ntchg Deviation

Date: 9/1/2006

Calculate Deviation Generate ODOT Findings Attachment Generate Approwval Criteria
|Rieady |5-1-05 16:42:40 S
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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.

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.
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Step | Action Results/Comments

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 e 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:
e Expressway
e Frontage/Service Roads
e Other

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) o Select Highway Segment
e UBA (Urban Business Area) Designations.
e CC (Commercial Center)
e Freeway
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Step

Action

Results/Comments

17.

Ramp—Select Yes or No accordingly
to reflect whether the access is on a
highway ramp.

If the highway is designated a freeway, a
freeway ramp, an expressway ramp or if a
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 is in
the vicinity of an interchange, enter the
spacing distance from the nearest
interchange ramp terminal.

A ramp distance of less than 1,320 feet on
a crossroad, one mile on an urban mainline
or two miles on a rural mainline, generates
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
for the highway at the approach
location.

The posted speed must be between 5 and
75 MPH, in increments of 5 MPH.

20.

Sight Distance (left)—Enter the left
sight distance.

A sight distance advisory message appears
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
sight distance.

A sight distance advisory message appears
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
spacing distance.

This equals the distance to the nearest
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).
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Step

Action

Results/Comments

23.

Spacing Distance (right)—Enter the
right spacing distance.

This equals the distance to the nearest
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.

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 Criteria to - 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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Section 6. Application and Permit Processing

This section provides information on the following:

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

Il CHAMPS (TEST) - [Application/Permit for OBEC Consulting Engineers, Appl No. = 4995, Dist Id. = 10, Hig o ]
"] File Edit Permit Tools Reports Miscellaneous Launch Window Help = Iﬁ' il
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Applicant
Last Mame: lJim First M ame: IBollman
Company] |DBEE Consulling Enginesrs Address Letter To: [Applicant |
Street Address: |2235 tiszion 5t 5E I ailing Address: |2235 tizgion 5t 5E
City: ISaIem State: IDragDn LI Copy Address City: ISaIem State: I Oregon LI
Zip: IW Country: IUSA— Zip: IW Country:lLlSA—
Phaone: IW FAx, I[SDB]SW ehdail: Imark.a falbyiEodot. state. or.us
Approach Location
Highway]| 072 Salem | Fioute: Im Im
MP: IT Hwy Side: IH_ National Forest?: lm
Reazon For Request; IChange of use LI Ezisting &pproach?: Im rm
Interest in Adj. Property?: Im
Designated Agent
Last Mame: |B|sh First Mame: |D0ug
LCompary: |Traffic Impact Analysis, Inc. Mailing Address |1 234 Front 5t NE
City: ISaIem State: | Oregon j Zip: |9?303-3333 Country: IUkraine

Approach Will Serve

Land Use Unit of Measure Number of Unitz  ADT Rate Land Use ADT Applld Land Use ID
| =l | | | 435 |

Turning Movements

|r All Movements r Right In r Right Dt r Left In r Left Out Spec_id: 3943 Applld: I 4335

[Ready [E-19-05 16:5857
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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.

3. 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.

4. | Select the Property tab, and enter Refer to How to Enter/Update Property
information from the Application for | Information for information on required
State Highway Approach. fields on the Property tab.

5.  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.

6. : Select the other tabs and enter Refer to Section 5. The Application/Permit
information as available and Window for more information on all of the
appropriate. tabs on the Application/Permit window.

7.  After entering data on each tab, as | CHAMPS saves the entered data. If required
available and appropriate, click the - data is missing, a message appears advising
Save icon on the toolbar. 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.
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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

Tssuepermit X
Choose one then select Check Data
- . . Check Data |
™~ lzsue Conditional Approval ™ lszue Permit to Construct £ lzsue Permit to Use
Eririt Errars |
Application |d: | 4335 Permit Type: lf-‘-.pproach Statuz: |Deu:|3|on Extenzin  Permit Specialist: lm [ |
Office: |Dist. 11 Klamath  County: |Mari0n Highway: |D?2 Salem tilepoint: I 714
Applicant: |BDIIman Jim Applicant Co: |DBEE Consulting Enginesrs ﬂl
Help |
Issue Errors j

Tab Page Error

[

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.
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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

menu bar or click the red checkmark
(v") on the toolbar.

The Issue Permit window appears.

3. Select the type of permit to issue:

Issue Permit to Construct—A
Permit Type message appears,
asking if the permit is a preliminary
permit to construct. Click Yes or
No, accordingly, and the message
closes.

Issue Permit to Use—An Applicant
Signature Box message appears,
asking if a signature box is needed
on the permit. Click Yes or No,
accordingly and the message closes.

NOTE: A preliminary permit does not
require insurance/bond information and
does not have a permit number.

The applicant or contractor must have
insurance in effect at the time the Permit
to Construct is issued. If the insurance
expires prior to the specified completion
date, CHAMPS generates an alert for the
Office of Maintenance and the permit
specialist. This alert becomes active on the
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

the permit cannot be issued:

A message appears advising you of
this. Click OK to clear the
message.

Click Print Errors to print the error
list to your designated printer.
Click Close to close the Issue
Permit window and return to the
Application/Permit window.
Update the permit application
record with the required missing
information.

Repeat steps 2 through 4 until all
required information is complete
and the permit can be issued.

An error list of missing items appears on
the lower portion of the Issue Permit
window. The error list identifies the tab on
which the required information appears,
and describes the missing information.
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Step | Action

Results/Comments

6.  Ifall 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 23. 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 1D
number, and copies the data from the
Application, General, Specification and
Provision tabs of the original
application/permit to the new pending
application.

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.

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.

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.

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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Figure 57. Clone Application Window

Clone Application [ x| I

Select one then click the Clone button

{* Chooze thiz option if you want to SUPERCEDE [amend] the current application.

= Choosze thiz option if you just want to COPY the cument application.

Clone | Caricel 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.  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.

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.

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.

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.

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
menu.

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 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 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 If 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
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
| For Permit Specialist Signature from
the menu bar.

A list of available letters appears.

3. Select (10) Notice of Expiration,
Incomplete Supplemental Docs, (65)
Expiration of Approval or (76)
Expiration (Generic), as applicable,
from the list of available letters.

The Create a Document or Preview a
Template window appears.

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 Create to generate an expiration
letter with all of the applicant
information completed.

The system opens a new document using
Microsoft Word.
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Step

Action

Results/Comments

5.

Modify, print and/or save the letter, 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.

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
Has the permit been supercedead? I CiYe: @ Mo Superceding Permit Mumber; I
Reason for canceling this permit; | |:|

— Superceding Permit [nfo

Applicant Mame: |

Highusay: |

Statusz: I

Statuzs Date: IDD.-"DD.-"DEIDD

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 .
e Jurisdictional Transfer NOTE: A Grandfathered permit may be
e 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 pou wizh to print?

{+ Contents of thiz tab page

" Application Warksheet

" Preliminamny Construchion Specification

i~ Permit to Construct
Select the item you want to print

and click Print. You may only
select one item at a time to
print.

" Congtruction Placard <€——

= Permit bo Usze

" Right-of-/ay Fax Cover
" Right-of-w'ay \wWaork Sheet
{~ Create Right-of-wap E-4ail

{~ Create Refund 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 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,

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. Onthe 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
e Select the Provision 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 : If you are on the Application or General
one of the following methods to activate : tab, the Print Menu window appears. Go

the print process: to step 3.
e Select File | Print from the menu

bar, or If you are on any other tab, the Print
e Press CTRLAP, or window appears. Go to step 6.

e Click the Print icon on the toolbar
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Step | Action Results/Comments
3. On the Print Menu window, select the : Refer to Figure 59 for an illustration of the
item you want to print: Print Menu window. You may only select
o Contents of this tab page— to print one item at a time and not all items
Application/permit information as it - may be enabled depending upon the status
is appears on the General tab of the application/permit.
e Application Worksheet—
Worksheet of the permit application, NOTE: Refer to Appendices for
with data from the General, illustrations of the listed items.
Property, Insurance/Bond and
Findings tabs NOTE: If you select Permit to Use, the
e Preliminary Construction applicants’ copy and a copy for each
Specification—Permit in any form  owner other than the applicant is printed.
prior to issuing it In addition, you have the option of printing
e Permit to Construct—Permit to it with or without an applicant signature
Construct a State Highway block.
Approach
e Construction Placard—pPermit NOTE: Refer to Creating Right of Way
construction placard Alerts for more information on notifying
e Permit to Use—Permit to Operate, Right of Way Engineering for access
Maintain and Use a State Highway  control research.
Approach
e Right of Way Fax Cover—Fax
cover letter that contains all of the
information Right of Way needs to
begin its research
e Right of Way Worksheet—
Worksheet that contains the same
data as the fax cover letter without
the fax information
e Create Right of Way E-Mail—
This automatically creates and sends
an e-mail message to Right of Way
using Microsoft Outlook
e Create Refund Request—This
automatically creates an e-mail
message, using Microsoft Outlook,
requesting a refund of a portion of
the application fee
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Step | Action Results/Comments

4. Click Print to print the selected item (or - If you selected to print Contents of this
to create an e-mail). 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 The Print Menu window closes and returns
window. to the Application/Permit window.

6. |On the Print window, select the printer, | CHAMPS sends the data to the designated
print range, and number of copies to printer. The Print window closes and
print, and click OK to print the selected | returns to the Application/Permit window.
item.

NOTE: To not print any item on the Print
NOTE: The Print window may appear |window, click Cancel to close the window
different than in Figure 60 dependent and return to the Application/Permit
upon your operating system. window.
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Figure 60. Print Window

2| x|
General I
— Select Printer
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Comment: HP LaserJet 8150 using HP PCL 6 drivers for XPan  [ind Printer... |

—Paoge Range

Al Number of copies: m
 Selection ) Curent Fage
LI

! Pages: I
Prirt 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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Section 7. CHAMPS Alert Function

This section provides information on the following:

Background
Creating Alerts on the Alerts Window

Updating Alerts on the Alerts Window
Closing Alerts from the Alerts Window
Creating Right of Way Alerts
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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:

e Messages you created in regard to a specific application/permit

e Reminders you entered on the Alerts window unrelated to any specific
application/permit

e Alert messages created by another user and sent to you in regard to a specific
application/permit

[ J

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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- |1 2/01/2004 OiYes | 409 |uuzw |Hugh Mose Iﬁpploach |Beilstein, Ellen v||
4 LD o [ ® No
The 20 davs vou have to requgst |D?a’1 972003 Cives | 332 |EIEIZW |sdfsd ghifuk. u hpproach |Beilstein, Ellen v||
supplemental itemsz far thiz Apécation ends ) Na
on 7/26/2003
The application must be Deempd Complete ID?H‘I B/2003 O'es | 332 IDDZ\-\-" |sdfsd gdhijfuk 1 Iﬁpproach IBeiIstein, Ellen v||
by 7/26/2003 W Mo
|T his is just a test alert. IDEH2?H2DD3 Oives | 1424 FDMZ' Iﬁpproach IBeiIstein, Ellen vll_
®No
[This is a test ) | I IBeiIstein, Ellen v||
Double-click the selected alert
The Permitting Decsion for this 5ppied Message to access the e Ierwer A I&pproach IBeiIstein, Ellen v||
nust be made by 2/10/2003 associated application/permit.
The estimated completion date has pdesem [rzrsrZon TET T o n02w |Hea\u’}I Gross hpproach IBeiIstein, Ellen v||
for thiz permit. Pleaze follow up on bond ) Na
releaze and final ingpection,
The estimated completion date haz passed I‘I 243172000 O'es | 248 IDDZ\-\-" |sdfsd gdhijfuk 1 Iﬁpproach IBeiIstein, Ellen v||
for this permit. Pleaze follow up on bond @ Na
releasze and final inspection.
The estimated completion date haz passed |05£D1 42000 Cives | 539 IDDZW |sdfsd gdhijfuk L Iﬁpproach IBeiIstein, Ellen v||
for this permit. Please follow up on bond @ Na
releaze and final inspection.
The estimated completion date has passed |1 2/04/1939 | Yes I 5&7 IDDZW Isdfsd gahifuk u I&pproach IBeiIstein, Ellen v|| -
L—I. Hein mmernib Dl cmm Fmllmiis e mim bmied =Y I _’IJ
L

[Ready [6-26-03 1416:41 |
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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 24. 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

i : 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.
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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  NOTE: A blank row usually appears on

or reminder. the Alerts window for you to enter the first
alert. If 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 | Format is MM/DD/YYYY. The date must
to be activated or select a date from the | be greater than or equal to the current date
drop-down calendar. (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 - The default person to notify is the current
want to send the alert message from the : user.
drop-down menu. 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.
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Step

Action

Results/Comments

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.

Click the Save icon on the toolbar to
save the change(s) to the alert.

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.
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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:

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 Engineering:

Step Action Results/Comments
1. 1 On the 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
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Property The Tax Lot Mumber iz mizzing.
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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
to Right of Way.

If you have the tax lot map in electronic
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 25. 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 ltems
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."
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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.  Onthe Application or General tab of the ' The Print Menu window opens.

specific permit application, select File |

Print from the menu bar.

NOTE: Refer to Printing
Application/Permit Data for more
information about the Print Menu window.

2.  Select Create Right of Way Fax

Cover or Create Right of Way Work

Sheet, accordingly.

The fax cover and worksheet contain the
required application/permit data, as
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.

10/6/2006

Oregon Department of Transportation

Section 7, Page 169




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

D EO SEm s X Al

Active Alerts
Il Application/Permit for Stevidiein 5 == Id. = , Highway = 025
Search ﬁpplicatioan | & SEL d | Specification | Pravision | Inspection | Notes |
Ear roperty Print Forms pecification | Provision | Inzpection | Maotes
- Start M3 Word Existing Document
Apphcant r—— Template
m rin VElope EmMpla
---------- Create Right of Way E-Mail For Permit Specialist Signature  »
I Fee Estimator For District Manager Signature »
Street Address: |54'I 0 Hyay 99N For Region Manager Signature  #
s |Eugene For Tech. Serv. Mar. Signature ¥ ﬂ
Attachment to Letters L =
Phone: |[541] B23-2456 FEm T T

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 26. 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 Sighature
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 | The Select Document to Open window
| Existing Document from the menu appears with a listing of all the existing
bar. 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 Clese to close the Select
Document to Open window and return
| to the Application/Permit window.

Figure 64. Select Document to Open Window

I Select Document to Open o ] 4|

\‘Select a document to open.

245 [00] Temalate 12003-06-12) [3]:34 | dog
245 [00) Template {2003-06-12} [3135] doc

Click on the document to be opened. ze Save to gave pour changes. The name of the new letter will be the application number, the document name,
a unigue sequential number and .doc
Far example: 11EE [I01] Application Information Package [3].doc.  Close this window ta return to the previous window.

Cloze I Refrezsh

Figure 65. Refresh Data Window

x|
Refresh Data

Update existing [ettker with new data.
Click "Refrezh Data" to update the data in the document.

Click "llze Existing D ata" to open the document as is.

Fefresh Data I1ze Existing Data Cancel
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Figure 66. Document Name Window

x

Document Name

Current Document Mame i 4985 (03] Motice of Incomplete Application
12006-02-13} [9934]. doc

Click "Reuse Document” ta uze the existing document.

Clhck "Create Hew Document' ta create a new document.

Feuse Document i 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 Clese 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 Ed I

Create a document or Preview a template

Click the Create button to create a new document.
Click the Preview buttaon to zee the document template.
Click the Cancel button to exit with not action,

...................................

Create | Fresig Cancel

10/6/2006 Oregon Department of Transportation Section 8, Page 178



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

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

e For District Manager Signature
e For Region Manager Signature

e 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.
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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
bar.

A list of available attachments appears.

Select the attachment you want to
generate.

The Create a Document or Preview a
Template window appears. Refer to Figure
67 above.

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 Clese 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.  Complete 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

CHAMPS. |

Import File Window

|1z this window to copy a file into the CHAMPS
Cormezpondence Folder. The copied file will have
the Application Mumber appended ta the front of it
and a zequence number added to the end.

Select File | Cloze |
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Figure 69. File to be Imported Window

Select the name of the file to be imported. HE

Lokin: | ‘23 Application =l | EFl |

] blkup 12-4-2002 @ applform.doc champs

| December_12_2002 @.ﬁ.pprnach Scratch Outline. dac champs Soieci e Microsor Word
1 Phé @ approach_scratch.doc o @ champs ocument you want to
- sql .5 wersion & CHAMPS HELP.HLP champs | [mport and click Open.
B gql 7.0 version _@ champs bmp champs

'@ applform old.doc E champs. exe champs

KN I

Files of type: &1 Files [+ =

o
File narne: I Open I
Cancel |
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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: Refer to 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

i CHAMPS IS[= E3
File Edit Pemmit Toolz Hepots Miscellaneous Launch Window Help
|G S |
! Permits Issued for Year [_[O] x|
Flease enter the year for the annual report
The Year ===> I2DE|3 [coyy]
{ Hefrieve ! Reset |
Oregon Department of Transportation 2
Permits Issued for Calendar Year 2003
Reg Dist Permit 2003 2002 2001
Type Total Total Total
1 APP 12 7 10
Digt. 024 Total 12 7 10
1 APP i} 0 0
Dist. 02B  Total a 1] a
CHAMPS d_rpt_permits_count_by_req Page 1 of 6 Printed: 0612402003 16:23 LI
[Ready [6-24-0316:2318

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] x|

File Edit Pemmit Tools Beports Miscellaneous Launch Window Help

B E T & X

1 Permits by Owner M=l B3
List of Permit Applications owned by: |EIIen Beilstein
Betrieve I Feset |
o S e 10 File CHAMPS Permit Appllcapons
Owned by Ellen Beilstein
Appl Date/
Application Permit Mile Applicant/ Permit Specified
Number MNumber Dist County Hwy Point Company Type Status Comp Dt
224 04 Giliam 293 13200 Approach  Pending 05/03/1333
245 04 HoodRiver 002w 4500 And Jones Smith Approach  Denied 09/15/1999 Ar
Srnith, Smith and Smith Sn
248 10 04 Clackamas 002w ER.00 sdfsd gdhjfuk u Approach  Approved [uze) 0941541999 =d
12/31/2000
CHARMPS d_rpt_appl_ovined by Page1afE -
| | 3
[Ready [6-240316:2436 4

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 window.
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Figure 72. Current Adopt-A-Highway Permits Window

i CHAMPS = E3
File Edit Pemmit Tools Beports Miscellaneous Launch Window Help
B E T & X

i Current Adopt-A-Highway Permits

Duistrict: I:E Permit Mo [Fram): I Permit Mo [Tao]: I
Highway: IDD'I |;| Beginning MP: I

Ending kF: I

MName Containing: |

Approval Date [from]; IDD;"DD;’DDDD Approval Date [through): IDD;"DD;’UDDD

Oregon Department of Transportation

Current Adopt-A-Highway Program Permits —
Reg Dist County Highway Begin End Length Permit Adopted Completed Applicant
Mp Mp Number
2 04
22 L] 234.39 235,96 157 37704 02/08/2001 02/08/2004 OREMET-wiaH CHAMG
Count for Digtrict: 04 = 1 Length = 1.57
Count for Region: 2 = 1 Length = 1.57
3 06
10 L] 98.00 100.00 200 3BE39 03/07/2000 01/15/2004 SEVEM FEATHERS
CHAMPS - d_ipt_cur_adopt_a_kwy Page 1 of 2 Date: 06/24/72003 Time: 16:25:21 -
| | 3
[Ready [6-2403 162523 4
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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. Formatis 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
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.
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Step

Action

Results/Comments

5.

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 by Owner window.

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
from the menu bar.

The Current Adopt-A-Highway Permits
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.

Permit No (from)—Enter the
beginning permit number for the
permits to be selected for the report.

Permit No (to)—Enter the ending
permit number for the permits to be
selected for the report.

Highway—Select the highway from the
drop-down menu for the permits to be
selected for the report.

Beginning MP—Enter the beginning
mile point for the permits to be selected
for the report.

You must select a Highway to select
permits by beginning mile point.

Ending MP—Enter the ending mile
point for the permits to be selected for
the report.

You must select a Highway to select
permits by ending mile point.

Approval Date (from)—Enter the
beginning approval date for the permits
to be selected for the report.

Format is MM/DD/YYYY.

Approval Date (through)—Enter the
ending approval date for the permits to
be selected for the report.

Format is MM/DD/YYYY.

10.

Name Containing—Enter all or part of
the name of the Adopt A Highway
applicant for the permits to be selected
for the report.

NOTE: Be as specific as possible to
improve the accuracy of your report.

11.

Click Retrieve to generate the report.

The system generates and displays the
report on the Current Adopt-A-Highway
Permits window.

10/6/2006

Oregon Department of Transportation

Section 9, Page 192




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

Step

Action

Results/Comments

12.

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
Current Adopt-A-Highway Permits
window.

13.

To generate another report:

e Click Reset to clear the current data.

e Enter the report selection criteria.
Refer to steps 2 through 10 above.

e 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.
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Appendices

This section includes the following items:

Appendix A. Application for State Highwav Approach

Appendix B. Permit for Construction

Appendix C. Permit for Use

Appendix D. Construction Placard

Appendix E. Preliminary Construction Specifications for a State Highway

Approach

Appendix F. Worksheet for State Hichway Approach

Appendix G. Liability Release Form

Appendix H. Pavement Layer 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

e 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
Madification 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.

s |f property has any existing entrance/exit easements on or to the property attach a copy of
the recorded easement(s).

» [f there 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/ODOT/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.
Route Number - The posted highway number, e.g. I-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

Cregon Departmant of Tramspaiaton |
PERMIT NO: 51649 PERMIT TO CONSTRUCT A Completion Date: 06/30/2004
STATE HIGHWAY APPROACH
Application Id: 1011 Highway Number: 272 MilePoint: 25.91 Reaszon for Request: Change of use
Applicant Information Property Information Plan View
T A
CURT Applicant 7347 HWY 238
g JACHESONVILLE OR 97530
FRIVATE o
CrE Jackson
13587 Fgrwiry. Houls
JACKSONVILLE OR 87530 Jachsonvill OREZI8
[T Eopcamarg DULGE G0 O iy, Rl Forad?
25.891 562+50 R N
""{541) 8467805 (541) T79-6778 Han
-uE. A1) 846 1241) Ruch area close to Haven rd
TWHWECDS NET
Insurance Information Tax Lot Information Specification
Commgary. RN Y ‘Angh (A1
ABC NS Township Range Section Tas Lot 26001t a0
EFTD o 38 3W 2TA 1100 [=Tya T
12777 $500,000 £r W 2TA BOD 15.00ft .IS_UUI'I _
Pehey Bagn Py Ere areing Lenl 1) Pirang Lot [F2]
07011 2000 03/34/2004 ] IW 2TA 50D 55.00t 20.00ft
il (0] Dazh | RN (Diw]
Performance Bond Information R o il
Tormgany. J_i'\ll"gll':e Dhare [r=
CBA BONDING Sab Bads Cim Thacheia
Ll Ameunt Aggregate Subbase 6.00in
177639 £100,000 Buke Cri Thicksian
19mm - 0 Aggregate Base (3/4" - 0) 3.00in
Property Owner Information il St Thicusiss
"EliRT wiLKENING Vi S =
Eampany Sid Duty Class 'B° Asphalt Concrete 3.00in
ERIVATE nEtuctons
*'fa'a's’p’.? Issuing of parmits under these regulations is not a finding of complance with the statewide planning goals or the
acknowledged comprebensive plan for the area. Permils are issued subject fo the spproval of cily, sounly ar ether
LU= [qevernmental agencies having authary to regulate land use by means of zoning andiar bulding regulations. [t shall be the
— = applicars responsibility to cbbain any euch approvals including, whers appicable, lcal govermment datarminrations of
o . n compliance with statewide panning goals. (OAR 734-021-0130) AN materials and workmanship shall ba in accordance with
.E:HE-’,S i) [541) 7794778 1986 Oregon Standard Specifications for Highway Consiruction
TWHWECDE.NET The Permit is isswed subject b the provisions of Cregen Administralive Rules 734-051-0010 through 73440510480, which are
by reference made a part of this permi; and which are in effect al any parficular ime in e duration of the parmil
APrlican Signaire Date This permit is nof valid until signed by a duly authorized
representative of the Oregon D nif of Trans tion.
Lozal Agency Approval (I reguired) Dot Autharized COOT Signature Cae
CHANFE - d_rp_penmit_approh_oon Page 1 of 1 Prinbect DHZAGI0M 10:47 36 AM
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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

Onogon Dapariment of Transponiad

Application Id: 2560 Highway Humber: 171 MilePoint: 8.10 Reason for Request:.  Change of use
Applicant Information Property Information Plan View
Hara ReSciicih.
Lowell Applicant 1B051 SE Hwy 224
Langarm. [ OR AT018
Pacific Western Company ‘_.:.'w
A
PO Box BS
Carver OR 87015
E=gimimnry Slame o e S8 Forar
AT9+TD L N
P FAR Lan
%503: BEES151 [E03) BEE-S 158 This is the Primary Access and is 680 Ft N. of
16051 SE Hwy 224 Grand St.
Effective Period Specification
A peremit s operate, musintsin and wse s apgrosch shall be in el foran isdelnie period of nse anless: PRSI G
i ol By enmsa] consewt, ve cancelled by the Regivnal Manages for failure of ilse applicis v shide by the terms mmd 40.00ft
2 e 1 [FE1}
s a change in the use of the approach, as se farth in QAN 7340510018 10.001t i
() there s a ciimeent or pabeatial safely or operational ekl ab the approsch isvehng the vl of il usng the o ety il g L [
appreach, 3 change in the dh afllse @ e apprasch, ie & change in the highway Gacility such tat the o —
apprachs cas o kmper be operaced withous dae conlBen wicth nther traific, s se lorch in QAR 730510550, "7 00t e {0 et ™
(a1} the highwy Tailiey i sigmificanly improved e nseet clssificason of te highway asd dhe highsay sepment designagiog =T B G
nlsjeetives, highway mobility stendanks, spacng stusdards aml safety criteria that ane inermsistent with e apprsch or, None
(€] by anlser nperation of low. Seb Baam Cowe Thceesme
Failiin: 0f e applicant 1 comply with any of the tenss and conditios of e pemi shall be sufBcient cuse for m — .
af vl pemain smd mmay result i removal of vhe BBty by the Dregon Depar et of Transgation. 37 Bmm - 0 Aggregate Base (1 1/2" - 0] 43 08in
The Permit is issied sibject o the provisions of Oregon Adnsinistrative Rules TH-051-0080 thronph TIH-051-0890, which are by|  Toe oo rr——
referemoe made o part of this permi amd which ase jn effect a0 any partoolsr tme i e dueston of the pemE Heavy Duty Class 'B* Asphalt Conarete 2.00in
W i Thicsse
Maintenance of Approach Heavy Duty Class ‘B Asphalt Congcrete 2.00in

by & Caoperative Cost Agreement

Prinr o performing any manbenance work on the approach, which will intedfers with o irterrupt raffic Lpen o alang e highway, the applicant shall obtain approval and necessary
permits from the Distict Office. In al cases where Iraffic signals have been reguired, signal maintarance will be perfarmed by the Cregon Depatmeant of Transportalion or as assgned

Property Owner Information

Tax Lot Information

Hame
Lowedl Pation

Towuship Ra

Campary
Pacific Wesiem Company

25 2E

Ak i

PO Box B5
Carver OR 8T0S USA

Frone: Fax
(503} 858-5151 (503} 6583168

CHAMFE - d_rpi_penmit_approh_use

This permit is not valid until signed by a duly authorized
representative of the Oregon Department of Transportation.

Apphoant Signaiue

D

Authorized COOT Signabure

Fage 1ol 2

Frinted: 0202004 13.48.09
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Appendix D. Construction Placard

Figure 76. Construction Placard

Cvegon Deparfmant of Transpariation
PERMIT TO CONSTRUCT A

STATE HIGHWAY APPROACH
Application |d: 2458 Highway Number: 330 MilePont 1575

Reason for Reguest:  Temporary

Permit No: 51117

Issue Date: 09/09/2002 Completion Date: 10/01/2004

Applicant Information

Property Information Tax Lot Information
m"F.redh S A Township Basge Section Tix Lot
pplican Route 204, Milepost 15.76 . BEOD
Compasy Wesion OR 7008 ol e
- :U-r.n e 4N 3TE 35 &TOD
ooy ma:
3273 5. Tenmile Lake Ty T 4N 3ITE 35 680D
P. 0. Box§22 ‘Weston-Elgin ORE204
Lakeside DR 87449 575  Teamn R
Phera FAL Landmarks
mﬁdﬂ T59-3761 (541) 759-3761 East of Chalet
tsheels@aol.com

This placard should be posted and visible from the highway at all times
during construction.

For inspection, call (541) 963-8406

CHAMPS - _Ipt_permE_apprn_pia Prited: D220Z004 032017 P
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Appendix E. Preliminary Construction Specifications for a State
Highway Approach

Figure 77. Preliminary Construction Specifications for a State Highway Approach

PRELIMINARY CONSTRUCTION SPECIFICATIONS
FOR A STATE HIGHWAY APPROACH

Complation Date: 10/30/2004

Oregen Daparimont of Transmontalo]

Arblji
PO Box BTE
Veneta OR 87487

Prons
(5d1) H35-22185

.
(5d1) 4311034

bl

Application bd: 2140 Highway Number: 082 MilePaint: 4755 Reason for Reguest:  New approach
Applicant Information Property Information Plan View
L A
Cargl Applicant Mis
" City of Vensta | LCOG —
Ackuns Lane
99 E. Broadway, Suite 400 G el
Eugene OR 97401 Florence-Eugene ORE126
Mt Espidihing Halns B of ey’ Wil F o™
47.53 AT2+89 L N
Lo bl [ET e
.uE.Sl”J 662-4107 (541) 662-2635 Approach G/L is 1368' East of Hope Ln. /L
cheinkel@lane.cog.orus
Insurance Information Tax Lot Information Specification
oy Tewmship Rasge Sectics Tux Lod " SA.000
TR P 17 a5 31,10 103, 13 [T T
65.00ft
Poley Emat g Lend (1)
163.00ft .
L= Cizh |Dd) AN (Dirm]
Performance Bond Information 20.00ft 20.00ft 20.00ft
Comgany. bl Charn Lan
Sub i G T hicistamica
Bond Ma Amount
S i T hicistamica
Property Owner Information Lol Crae =
“ﬁil.l'.’ Sherritt T T hechsseics
o purty
Frontier Resources Ty ber Properties Instructions

Issuing of permits under these reguialions is not a finding of complance with the stalewide planning goals or the
acknowledged comprehensive plan for the area. Permils are issued subject io the spproval of city, counly ar cther
gowernmenlal agencies having authoriy o regulate land use by means of zZoning and/or bulding regulations. It shall be the
applicants responsibility to obtain any such approvals including, whene applicable, local gevernment debermirations of
compliance with skatewide planning goals. [OAR 734-031-0132) Al materials and warkmanship shall be in accordance with
1686 Oregon Standard Specifications far Highway Censiruction

The Permil is issued subject ta the provisions. of Cregen Sdministrative Rules 734-051-0010 through 7340510480, which are
by refarence made a parl of this permi, and which are in effect at any parficular lime in e duration of the permil.

Frplloar Sl bate This permit is not valid until signed by a duly authorized
representative of the Oregon Department of Transportation.
Local Agency Approval (f reguired) =] Autharized COOT Signature Caie

CHAMFS - d_rp:_preriew_penmil_apprch_con

Fage1of 1

Primed 020802004 11:57:15 AM
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Appendix F. Worksheet for State Highway Approach

Figure 78. Worksheet for State Highway Approach

Worksheet for Crayon Dapartmart of Transporalion
Application No: 3360 State ng hway Approac h m
Applicant Informaticn Property Information Property Owner Information
[ Arari Kt
Robert Applicant 1008 Pacific Ave. _Rober Riggert
Currpany Tillamook OR 87141 Carrpary
Coumy. perr
fkdnana Tillamook B Box T30
b Fegpy B Tillamook OR 97441 USA
Tillamook OR 97141 Oregon Coast
Wis ot E=gmawnry SHalo= Sk of Heey. W] Formt. ~w T
e o it e {£83) 8424550 .
_I503) 842-4558 - Batween 10th & 11th Streets on Pacific (Hwy s
101)
Insurance Information Approach Inf ation 7 Other Property Owners
oy
| Reasen for Approach hew approach |
ey b Amzunt =
[ Public Street | |
Paley Bagi: Pebey Endt [rvermge ity Trps { Laaving the froparty and retuming i 0

Performance Bond Information

he properdy count as 2 rips.)

What ks ihe condiional use permi numier {F ary]?

Wt is the cumert zoning of the properiy?

Tax Lot Information

— Koeniral Commercial
Conpary
whaat s 1he proposid 20ning of She property
Bard b Amzu [Doess thie propersy hare any EWsing Fgressegress Mo
s ments on o 8 the property?
L 1G t Inf ati Poes the owner hase inlerest in adacent property? Mo
oral sovemmen on Do ctrier streets o roscks BOnoer 1S DODETy? Yoz
Agnzy.
City of Tillamook s there an existing ODOT Apprnach mad pemit? Mo

Township Rasge Section Tax Lot

18 8  30CC 8100 &

Conbact
David Mattison  Planner

Prene Fax
(503) B42-3443 (503) 842-3445

|
plannercitytiliforegoncoast.com

CHAMPS - d_appreh_appl

Frimed: 022002004
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Appendix G. Liability Release Form

Figure 79. Sample Liability Release Form

Oregon Department of Transportailon

PFUBLIC AGENCY LIABILITY HELEASE POR COMMUNITY
SERYICE ACTIVITIES

A Feleass Tor langing a banner above a Siate Hrghway Bight-af-way,
between arel 1w Orggon Depariment o Drarsportabion

L ahall be resporsible and lable for damsage or injury g any
prerss or property resuling e lEnging a banmer above a Siate Hhghoay Kight-ol-2ay

. shall indemumiy, hold hannless and relenss the State 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,
cnus of aetien, costs and experses of whalsoever natuns for, or beeaise of, any mammer o1 thing
dome, armitled or sufliensd 1o be done by hanging o bamner above a State Hhobway Right-al-Wa

For pehilic agercies this release applies ouly to fe oxtent permitied by Arsicle X, Section 7 of
the v gon Constitition ad by Oregon Tore Claimes Ao

Lroriap Hepresonlaliee s Signaling Llate
Suddress Oy, Sate
Phione bl Zip Coide
Uwggon Dpartmenl ol Transporaiion Drsinel 25 Bapesenlibng JRFTTS

Lille

L %y Fisialinia . ch
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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

=]
File Edit Permit Tools Reports Miscellaneous Lsunch Window Help
B0 &by X | &
(o] x|
Searchl Appllcahnnl F'rnperl_ul Generall Suppl \teml Inzurance/Bond  Specification |mes|nn| Inspectlnnl Nntesl Alertsl F\ndlngsl
|®E ) Metric Record Id: [2654
Appioach Tupe]| Type & Ditch Section [ =| W[ 30000 R1] 2000t R2:| 20.00 &| 50.00
R s - w — Ds:l 15,001 Dd:l 12001 Dl./w:l 36.00f
Culvert: u Diameter:l 12.00in Length:l 42 00ft
Y B y i Material Thickness Specify pavement layers on
Bich Line — = il Sub Base:|37.5mm -0 Aggregate Base [11/2"-0] |LI I 3.00in the Specifications tab.
D"‘! )/O.Ih!. Pipe—t, \Q Ease:|25mm -0 Agagregate Base (1 -0) |ﬂ | E.00in Dependm_g upon the type of
<4—— construction, these may
EuqauPumLJ L F1 . - . e . .
F o Leweling Coulse.lHeavy Diuty Class 'B' Asphalt Concrete |d I 2.00in include a sub base’ base’
SR a | :
L eveling course and/or
Moy, € % ‘Wearing Surface: | Heawy Dutp Class 'B' Asphalt Concrete |d I 2.00in . 9
R N\ \ wearing surface.
Paving Limit T:I 710 00FE Paing Limit 2:| 30.00ft
Allowed anemants'm Al Movements I:‘ Right In ':‘ Right Out I:‘ Left In I:‘ Left Out
Created by:| Created: |DD:’DD;"DDDD Updated by | Updated: |DD.-"DD.-"DUDD
Application No: | 3488 Date: 2i3/2004
|2-3-04 10:12:47
[Ready

Y

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.
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Figure 81. New Construction with Asphaltic Concrete

Wearing Surface B, C or F

Sub base
1"-0 to 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"-0to0 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"-0 to 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

| I Ry Q. 4.
EXISUTNY Surtactt
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Appendix |. Applicability of Findings and Deviation Subsections
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Appendix J. Right of Way Fax Cover

Figure 85. Right of Way Fax Data Sheet

Ovegon Department of Transporation

E FAX DATA SHEET s picsion urser 2500

Mumier of Pages (induding this pags) Digbe: (200004

Ta: Right of Way Enginesering
Afin: Bocess Research
Phome: |508] BBS-BEAT
FAX: |50E) SBS-BE00

Fromc  Craig Dean
Maintenance Dfice: Dist. 01 Astona
200 W Marine D
sghoria, OR §F103

Flle: Mumber {503, 338-.72322
R Map Ho : BE=8<30 (503 338-1314  Fax
Const Plans EABubjoh: FRMTI 1000

Descrigtion:  This is o Test Parmnit Application Record
Landmarks  Babsesn 10Ch B 11th Strests on Faclic (Hwy 104}

Bpplicant Informagion: Property Information
[T A
Robart & cank 1008 Pacific Avi
r— Tllwmosk GR S7141
- ' [T
Tilla i
Property Owner Information [rer— e
pre— Cwogon Coast L
Robart Riggert Rl e ARy AR DM HeE M EEs
[T BE13 Aras2d L M
Tan Lods
owratep laree Sechon Tax L
18 a I0CC S0 E
Liscakion:
iy Hice Hiary Rars
(] Diggen Sl
il Poind S ol bl gy
I!E 1% L
Ergg Sin i
M+
iligs: T Mewy Ceving Migs T
R ulin’ 2 . Bapendary (o wid mig

Mates:
RS Map 6B-15-5, Tlllamook Co. 15-8-300C-8100: Mo access contredl. MOTE: Based on RAW Map 6B-15-5, Engr-'s
Efa 374+78 DEE NOT ABUT TAX LOT S100; appars 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
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Appendix K. Right of Way Worksheet

Figure 86. Right of Way Worksheet

Right_of VWay Work Sheet

Date: (202004 Apohcabon Humber: 3280
Fermit Speocialist Craig Dean Filz: W urmiteer EAEUNon PRMT21 0000
Raght of Wy Map Nurber: BEB=4-=30 Consiniction Plans

Desorption: This & a Test Pama® Appllcation Record
Lardmarks: Babsoen 106h B 11%h Streets cn Paclfic (Hwy 104}

Apglicant Information: Propery Information

risrya Al el

Robart Appdicant 1008 Pagific &ve

Campary W1
T
Tilla ok

Propesty Owner Information e

T “dregon Coast “Us1e

R,nmrl Hmuin s g i ) O E R el M F R

ok iy B3 ARE=20 L H

Tao Lods

owrdep Harge Secion Tex Lo

18 8 3DCC So0E

Liacartioim:

[T ey Ma e

[LiE) Cragon Goast

L Fzri SHiw of Highams

.13 L

Eaj S be

AT4=20

lligs Typa Rdwy i Dring igs CE
Risgular 2 - Bgiofdary [Ran aid g

Motes:

RUW Map GE-18-5, Tllamook Co. 15-8-MCC-5A00: No access control. MOTE: Eased on RAW Bap BB-18-5, Engr.'s
Sia. 3T4+76 DOES HOT ABUT TAX LOT 9100 appears to abart the intersection of e vy, with 10th 50

RUW Map GE-18-5, Tillamook Co. 15-8-M0CC-5200: No acoess control.

Under Specification tab, entered drivesay width of 20000 1L

Comments:

P 1 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
Boa Prgo One for Approach Road
M, W — Dmonaona.
e | Plpm wnce moped mt 1:
Noke: Siopa snda of culvwaris within the
e _i g umn:hu: "
- e a— Poslod spmeds < 45 mph =14
o am Postod spoads > 45 mph - 1:6
[T Saiety End Saction sioped et 1:
It 5 Nows: Culvert pipos that ol
v U U DN N ﬂ1|lru|=.ﬂ b e
T mmhdunm:-aoom
mqumSnfﬂyEndSﬁmum
Plan Drawing and Dimenalons Y ber.
Standard Drawing Referances
Felor to the foliowing Standard Drevwings for all "Type A" Femmiy: Do o Dl o Poaty Gt b Exge
af a
“m F'Ip?ﬂnddlﬁumpaclnn Edrm - mm E::gﬁm-nh
2. When Metal used, refor 1o Standard Direwirg: Fight of-Wry ine
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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

W = Wil Dty

= Fgrgmympion
K = An Gewn on Gisrser Drawring ad Coptlon Used.
W = See Table A on Apparcyrists Slended Droing
X = Hos Table A.on AppCprice Blenderd Duing

Pian Drewing and Dimengions:

aom ]

Standard Drawing References

Paler 1o the fallowing Stendard [

Type B - Curbed Highway with/without Sidewal Approach

Approach Road Dimenstona
(Swe Page One for crmnsions
ot shown)

Circls Standard Drewing used:
RD720 RADT21 RDF22
Circle option used:

A B € D E F G

TABLE A DIMENSIINS
Ve

Wim

M=

K=

Curh Type =

1. Standard Drawing RO700: Curbe

g far all "Type B* Pormie:

2. Stendard Drawing RO720: Curk: Line Sldewak Drivewoye
4. Standard Drawing RO721: Curk: Line Sidewak Driveseys
4. Stendard Drawing RD722 Goparatod Sldowalk Drivewsys
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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 G - Gurbed Highway Radius Approach Road

ey L | \Pp Road Dimensions
) | / Hare i Poeminch ass on
- I e ]
o | Standard Crewing RDTEG
r-\,, :
— i \‘ Circla option Lead:
A B € D E
Curd Typa =
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of Favernant et apprasch
’V Dd = Distance from EP to Ditch Plan Drawing and Dimenalona
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II Rigl Iine
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Standard Drawing Referencas
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1. Siandard Drgwing AD700: Gz
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2 Btandand Drisving ADT25: Sdawalk Ramp
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