GUPS General Information for New Users

Important Links:

1. The first place we recommend checking out is our “Utilities” Home Page on the
web: http://www.dot.ga.gov/PS/Utilities

a. Thisis the portal for all information regarding the State Office of Utilities and the
programs/policies we maintain

b. All Utility related items, including those mentioned below, can be accessed from this
page by clicking one of the “Programs” or one of the icons under “Resources”

i. All guidance documents, forms, checklists, etc. are posted

ii. There may be several pages of information - click “Prev”, the page number, or
“Next”, as needed, in the bottom right to move through the pages

2. The information regarding Utility Permitting can be found under “Programs”
a. Click “Permitting (GUPS)”
i. Note the direct link to GUPS: click the orange “Access GUPS” button

3. For most of your permitting needs, the District Utilities Office in the District where the work is
taking place will be your point of contact

a. The link http://www.dot.ga.gov/AboutGDOT/Districts is where there is more detailed
information regarding each District

i. Alink to a “District Map” is available on this page

ii. From the pull down box, simply select the county where the work is taking place
and the appropriate District Office and a list of Services will be provided

b. On the Utilities Home Page (http://www.dot.ga.gov/PS/Utilities), click “View Office &
District Contacts” for the names and phone numbers of the District Utilities Engineers

4. The current Utility Accommodation Policy and Standards Manual (UAM) can be found via
http://www.dot.ga.gov/PS/Utilities under “Resources”

a. Click “Policies & Manuals”

b. The UAM provides general guidance to Utility Owners seeking to install facilities in
GDOT right-of-way

GUPS Account Maintenance:

= Any user may update their own profile/account anytime (change your password, update phone
numbers/addresses, email addresses, etc.), but once the system prompts you to update your
account, you have 30 days to do so

= The Utility’s GDOT contact will be the person responsible for adding/deactivating users to/from
the Utility’s GUPS account

= Send an email to solutionscenter@dot.ga.gov for the following circumstances related to the
GUPS account — be sure to specify “GUPS” in the subject line and provide enough details for the
issue to be resolved
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0 Lost or forgotten GUPS login information

= Please note that this information can only be given to the account holder
0 Change in GDOT Contact

=  Provide a reason for the requested change

= Provide the new Contact’s name, email address & office/cell numbers

=  Provide an emergency contact’s name & numbers or state that the GDOT
contact will also be the emergency contact.

All Users:

To update your profile:

1.
2.

o v~ W

On the first screen, choose “l agree”
Log into GUPS by entering the requested information and clicking on the blue “login” button
a. |If your password has expired, select the “Update My Account” tab
b. Skiptostep5
On the next screen, choose “Administrative tasks”, then “continue”
On the next screen, just up under the GUPS banner, select the “Update My Account” tab
Change anything that needs revising — the user ID is the only item that cannot be changed

Once all the changes are made, scroll down to the bottom of the page and click “Submit”

GDOT Contacts:

To add users (including other Utility personnel or Consultants):

1.

2
3
4.
5
6

On the first screen, choose “l agree”

Log into GUPS by entering the requested information and clicking the blue “login” button
On the next screen, choose “Administrative tasks”, then “continue”

On the next screen, just up under the GUPS banner, select the “Create Sub-Contact” tab
Add information into all of the fields shown with an asterisk

Once all the information has been added, click “Submit”

a. Each user can then update their own profile to add additional information by following
the steps shown above in “All Users”

To deactivate users:

On the first screen, choose “l agree”
Log into GUPS by entering the requested information and clicking the blue “login” button
On the next screen, choose “Administrative tasks”, then “continue”

On the next screen, just up under the GUPS banner, select the “Update Sub-Contact” tab
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5. From the drop down menu, choose the person whose account needs to be deactivated, then
“continue”

6. On the next screen, look to the right of the member code — there will be a check box for
deactivating an account — check the box

7. Click “Submit” at the bottom of the page
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