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1. Introduction: 
  With GPAS-AMPS System you will be able to: 

1. Creating a GPAS Account 
2. Log in to GPAS 
3. Manage User Profile 
4. Perform Permit Search  
5. Submit new permit requests: (Applicant Information, Permit Location, Additional 

Information, Attachments) 
 7410 – Special Encroachments Access Permits 
 7410 A – Limited Landscape Access Permits 
 7412 – Commercial Driveway Access Permits 
 7414 – Temporary Conditions Access Permits 
 7416 – Bus Shelter – Bench Encroachment Access Permit 
 Revision/Addendum 
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2. Access GPAS  
1. To Access GPAS (Georgia Permitting Application System), go to 

http://www.dot.ga.gov/PS, and navigate to  
 

  Business & Government  Permits- GPAS  

 

 

 

 

 

2. Click on the GPAS icon on the ribbon on the bottom of the page to access GPAS. 

 

 

 

 

 

 

http://www.dot.ga.gov/PS
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3. Creating GPAS Account 
 

1. For First time users, click on create your GPAS account button. 

 

2. Enter valid company/personal email id, First Name, Last Name and valid Phone number 
(select the phone type). 

3. Select the checkbox agreeing that the email you are using is an official email for me or 
my company. 

4. If phone type is selected as mobile: 
5. Select the checkbox agreeing that Verification Code can be sent to mobile number 

provided. 
6. Click Register. A verification code will be sent to your registered email.(First time) 
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7. Once you receive your email verification code, come back to the login page and enter 
your email id and verification code and click login. 

 

8. The Verification code will be active only for 60 minutes. If you attempt to log in after 60 
minutes timeframe, click Send verification code and a new verification will be emailed to 
you. Use the new code to log in to the GPAS system. 

 

Note: First time users will be directed to profile update page: Refer to manage profile section. 
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4. Login to GPAS  
 

1. Enter registered Email Id 
Example: abc@gmial.com 

2. Click on Send verification Code button 
 

 

 

3. Pick the mode for system to send verification code.  
 

Note: Text message will be sent only to mobile number. While registering please use 

mobile number if you wish to receive verification code text message to your mobile 

phone. 

mailto:abc@gmial.com
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4. Enter the verification Code.  
5. Click on login button 
6. System will navigate you to the Application Homepage. 
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5. Manage User Profile 
 

For First time users: 
 

1. Clicking on ‘ok’ button will open update profile section, select applicant type from the 
dropdown values listed. Can change Name, Email id and phone number, title. Click on 
Update profile button to save the updates. 

 

 

For Returning Users:  

1. To update your account profile information, click on My profile. The top portion will 
allow you to change your email id, name, phone number and title. The bottom section 
will allow you to add additional addresses. Click on add new address and add your 
address details and click update. 
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2. Clicking on Add Address will allow you to add/edit address. Fill in all the required 
metadata and click update to save data, or click cancel to discard changes. 
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6. Manage Drafts/Tracking Submitted Permits 
 

1. If returning user or after updating the profile for first time users, the first screen visible 
will be the Home tab where draft permits (permits that have not yet been submitted) 
and submitted permits (all permits you have submitted) by specific user can be seen. 

 

2. You can check the status by clicking on the expand button, this will show where in the 
approval process your permit is in, when it was assigned and the status. 

 

3. By Clicking on the Reference ID/Permit ID link, you will see the details of your permit as it 

was submitted. When link is clicked, you will be taken to a read only summary page of the 

permit.  
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4. Click the close icon at the bottom of the window to go back to the home page. 
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1. Editing Draft Permit: You can edit your draft permit from the “Draft Permit” grid.  
Note: Draft/Saved permits can be edited only prior to permit submission.  
 

2. When you click the “Reference ID/Permit ID” link, you will be taken to the permit 
application pages to edit.  
 
Note: You can also delete the application by clicking on Delete button. 
Note: (Submitted permit applications cannot be edited unless the GDOT Reviewer has 
send it back for correction to the submitter, at which point only can submitter edit the 
permit and re-submit back to GDOT Reviewer)  
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7. Search/ View Access permits 
 

1. The search page will allow you to search for all permits submitted.  
2. Select/Record desired search parameters.  
3. Click “Search” button. 

 

 

4. System will validate and display available search results on the results grid along with 
the details. 

5. Click on the desired “Permit ID” to show permit details. 
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6. This view will be read only. To close this page and return to the search page, click the 
close button at the bottom of the window. 
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8. Submit Access Permit Application: 
 

1. Select Permit Tab and select Apply for Access Permit menu item.  
 

2. Once in Access Permit Application page, you will see a progress bar and four tabs that 
you will be entering information into.  
 

3. Applicant/Main information tab will display first. 
 

4. If you do not select the “Are you the Applicant” checkbox, then you will be required to 
record applicant information (since are not the Applicant). 
Note: Applicant will receive an email for permit DocuSign, during GDOT Review Process.  
Note: If you do select the “Are you the Applicant” checkbox, then system will populate 
the applicant information (as it’s assumed that you are the applicant)  
 

5. Select the desired “Access Type” that you wish to submit the access permit for. 
 

6. Select the “Next” button to navigate to the “Permit Location Tab” 
Note: You can select the “Cancel” option to cancel the permit compilation. 
 

 

 

7. Under Permit Location Tab,  
a. “Select County” for the permit location.   
b. Use mouse to zoom into the permit location on the map. 
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c. Select this  icon to draw a line on the Map on the nearest state route to your 
development project and system will populate the location fields with the 
available information. 

d.  You will still be required to record/select the rest of the required fields in the 
location tab.  
 
Note: System will permit you save the permit application to Drafts only upon 
successfully completing the permit location tab.  
Note: System will generate a “Permit Reference ID” only upon successfully 
completing the permit location tab. 

 

Select County  Pick location on Map  click next. 
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8. Select the “Next” option to be navigated to the “Additional Information” Tab.  
 
Note: System will permit you “save” the permit application to Drafts only upon 
successfully completing the permit location tab. You can save by selecting the “Save” 
option.  

 

9. Under “Additional Information” Tab, select all options/ record information that applies 
to your permit application. 
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10. Select the “Next” option to be navigated to the “Attachments” Tab.  
 

11. Under “Attachments” Tab, please select the required (*) and desired files that require 
being uploaded along with this permit application.  

 

Note: You can upload multiple files only against the “Miscellaneous” document Type.  
Note: Maximum File Size per Attachment is 100 MB. 
Note: Only PDF documents can be attached. 
Note: Files are required to be uploaded against Document Types marked with red * 
asterisk. 
 

 

Note: If you add multiple files for the same document type, system will assign version number and you 

will be able to see the previous documents with version numbers. 
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12. Select “Review and Submit” button.  
Note: By Clicking on the Edit button the information can be changed during the review 
process (before Clicking Submit). 
 

 

 

 

 

 

13. If no changes are to be done, checkbox agreeing that you are the authorized person to 
submit the application.  

14. Click on submit button. 
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15. After clicking the submit button, dialogue box will be displayed confirming the 
successful submission of the application, click on ok. 
 
Note: System will send you a confirmation email to your registered email with permit 
reference id upon successful permit application submission.   

 

 

16. You will be able to see the permit under submitted Access Permits. 
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17. You can check the status of your application here.  
       This list will be updated as approvals, Denials, Review takes place. 
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9.  Applicant Docusign 
Once DPE approves the permit application, system will send email task notification to 
applicant to capture the DocuSign. 

 

Click on the Review Document button to finish the task. 

Click on continue button. 

 

Based on the permit information, system generates the Permit form, Applicant will review the 

details and if agree click on the sign button the permit form. 
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System will insert the DocuSign based on the name of the applicant. 

If applicant want to change the DocuSign style click on the signature and click on Change button. 
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My Signature and initials window will pop-up. 

 

Click on Add if you want to change the name and initials.  

 

Clcik on Draw if you want to change the style or font of your signature. 
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Once you are satisfied with the signature click on Adopt and Sign button. 

Click on replace button on confirmation page. This will replace your existing signature with new 

signature. 

Click on cancel to go back. 
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Your new signature will be inserted on permit form. 

 

Click on Finish button on top of the page to finish the task. 

 

Task will leave your queue and email task notification will be sent to next reviewer based on the 

work flow. 
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10. Submitting a Revision permit: 
Under Access Type select Revision. 

1. For submitting a revision, you need permit ID number. Your revision application should 
be associated with existing permit Id number. Begin typing permit id number and you 
will see a list appear. Select the appropriate permit ID. If you do not remember the 
permit id go to Search page and find it. 

 

 

 

 

2. Once you have selected Permit Id, press Next to continue to next page, or cancel to 
discard. 

3. Follow previous steps 3 - 17, same as Submitting an Access Permit. 
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11. Re-Submit Permit Application (Send Back for Corrections) 

Submitter will be able to make changes to the permit application if any reviewer has opted for 

send back for corrections. 

System will send email task notification to Submitter. 

 

Click on the link to access and make changes to Permit application or login to your GPAS 

account. 

Under draft permits you can view the permit with status as send back for correction. 

 

Click on the reference ID/Permit Id to access permit application. 

Follow steps same as editing the permit form to make necessary changes and submit. 


