GUPS General Information for New Users
Updated: 08-09-2017

Important Links:

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

e. B hitp:/fwaw.dot.ga.gov/PS/Utilities
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0 Thisis the portal for all information regarding the State Office of Utilities and the
programs/policies we maintain

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

= All guidance documents, forms, checklists, etc. are posted on various web pages

= Once a “Program” or “Resource” is selected, there may be several pages of
information available for use. Click “Prev”, the page number, or “Next”, as
needed, in the bottom right to move through the pages

= |nformation regarding Utility Permitting can be found under “Programs”

0 Click “Permitting (GUPS)”

= Note the direct link to GUPS: the orange “Access GUPS” button
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=  For most of your permitting needs, the District Utilities Office in the District where the work is
taking place will be the main point of contact

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

= The orange “View District Map” button links to a county map (it’s not
interactive) that will show each County and to which District that County
belongs

OR

= |f the County is known, 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
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L BN & hitp://wuow.dot.ga.gov/AboutGDOT/Districts & Districts
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O At the bottom of the Utilities Home Page (http://www.dot.ga.gov/PS/Utilities), click the

orange “View Office & District Contacts” button for the names and phone numbers of
the State Office staff and the District Utilities Managers

)| & hitp:/fwww.dot.ga.gov/PS/ Utilities
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= The current Utility Accommodation Policy and Standards Manual (UAM) can be found via
http://www.dot.ga.gov/PS/Utilities from the “Polices & Manuals” link under “Resources”

0 Click “Policies & Manuals” and choose “2016 Utility Accommodation Policy and
Standards Manual”

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

@ http://www.dot.ga.gov/PartnerSmart/ utilities/Pages/Det O ~ &

File Edit View Favorites Tools Help
x ﬁmeen A Seled
B v [ dm@ v Pagev Safetyv &g Toolsv @~ N N
W Home About GDOT Board Employment ContactUs Site Map ~
Search... P
fh—_ Drive Smart Partner Smart Build Smart Invest Smart
piive Smart v Utilities
Partner Smart v o
_ Policies & Manuals
Build Smart v
Invest Smart v Links Description
2016 Utility Accommodation Policy and Standards Manual Manual
3E-1: Public Interest Determination Palicy
6815-4: Billing Under Railroad Signal Projects Policy
6850-11: Procedures for Processing Utility Permits Across District Boundaries Policy
6863-10: Inclusion of Utility Adjustments in Construction Contracts Policy
«Prev|1]2|3|4]5]|Next»
Back to Utilities
. L)
TOP 5 MOST VISITED O e Pz a8 A G’i Q Georgia Department of Transportation
100% -

Page 5 of 14



GUPS General Information for New Users
Updated: 08-09-2017

GUPS Account Maintenance:

= Any user may update his/her user account anytime to change the password, update phone

numbers/addresses, email addresses, etc.

0 Once GUPS prompts a user to update his/her account (typically, because the password is

expiring), the account must be updated within 30 days

= Lost or forgotten GUPS login information

0 From the GUPS login screen, do not complete any empty fields — simply choose one of

the following options:

0 “Forgot Password”

= Must know the Member Group Code and the User Name associated with the

Users account

O “Forgot Username”

= Must know the Member Group Code and the email address associated with the
Users account
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‘GUPS allows the Office of Utilities to review permit information and process
permit applications online.
‘GUPS interfaces with major existing GDOT systems so information is
up-to-date and accurate.
GUPS uses a GIS map interface to assist permit applicants in finding the
precise location of the work being permitted.
For technical difficulties with the GUPS System email or call the Solutions Center (404-631-
1220 or 1-800-651-5010, solutionscenter@dot.ga.gov). For any procedural questions about
how to fill out or use the GUPS System, please call your local District Utilities Office.
Please enter the account details:
Member Group Code: [ |
User ID: | |
Passwor: | | e
Forgot Password
Forgot Username
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0 If the Member Group Code, User Name, User’s email are unknown, please send an
email to solutionscenter@dot.ga.gov . Be sure to specify “GUPS User Account” in the
subject line and provide enough details for the issue to be resolved
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When adding users (“Create Sub-Contact), one of the following user permission levels must be
selected:

0 GDOT Contact (highest permission level)

This account is automatically created when the membership is requested &
approved and cannot be selected

This individual is responsible for the membership account and all of the sub-
contact (other users) accounts

e Has permission to create or deactivate sub-contacts

e Has permission to update all sub-contact account associated with the
membership

0 All sub-contact accounts will be visible
NOTE: When a change in the GDOT Contact is required:
0 Send an email to solutionscenter@dot.qga.qov . Specify “GUPS — Request to change the

GDOT Contact” in the subject line and provide the following on Municipality or Company
letterhead (may be scanned and attached to the email)

= The reason for the requested change
= The new GDOT Contact’s name, email address & office/cell numbers

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

=  Ccjaphelps@dot.ga.qgov

0 Administrator (second highest permission level)
= Has permission to create sub-contact account

Has permission to update all sub-contact account associated with the
membership

e All sub-contact accounts will be visible
= Cannot deactivate sub-contact accounts
0 Manager (third highest permission level)
=  Has permission to create sub-contact accounts

e Only sub-accounts created by the Manager will be visible to the
Manager

e Has permission to update these sub-contact accounts only

Cannot update other sub-contact accounts or deactivate sub-contact accounts

0 User (lowest permission level)
= Can only manage his/her own account

= Used most often for Consultants and/or staff responsible for submitting permits

Page 7 of 14



GUPS General Information for New Users
Updated: 08-09-2017

= For most GUPS accounts, the GDOT contact creates other user accounts; administrator/manager
accounts are rarely used

0 We recommend setting up all Consultants with their own user accounts

Update My Account:
All users can update their information at any time by following these instructions:
To update your account:

1. Access GUPS (the direct link is https://gups.dot.ga.gov/Gups/secure/securityBanner.do)

2. On the first screen, choose “I agree”

a. If you have never logged into the system, you will be required to agree to approving the
use of an electronic signature
3 =S
LB = hitps://qups.dot.ga.gov/Gups/secure/securit O ~ @& C & GUPS | Sub-Contact Admin... ¥ . | #f &
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GUPS allows the Office of Utilities to review permit information and process
permit applications online.
GUPS interfaces with major existing GDOT systems so information is
up-to-date and accurate.
GUPS uses a GIS map interface to assist permit applicants in finding the
precise location of the work being permitted
lick here for the Computer Information Systems Policy
This system is solely for the use of authorized users for official Georgia Department of
Transportation purposes. Anything entered into or stored upon the Department’s system
becomes the Department’s property. You have no expectation of privacy in the use of this
system and to ensure that the system is functioning properly individuals using this system are
subject to having all of their activities monitored and recorded by system personnel. Use of this
system evidences an express consent to such monitoring
v
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3. Loginto 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 at the top and update
the password

i. Note: all fields with a red asterisk (*) must be completed prior to submitting

b. If you don’t remember your login information refer to the GUPS Account Maintenance
section above

File Edit View Favorites Tools Help
x @ Convert ~ [B)Select

GUPS allows the Office of Utilities to review permit information and process
permit applications online.

GUPS interfaces with major existing GDOT systems so information is
up-to-date and accurate.

GUPS uses a GIS map interface to assist permit applicants in finding the
precise location of the wark being permitted.

GUPS membership is only open to persons/companies who will own the facility /facilities
being installed (Utility Owners). If you are a Contractor or Consultant working for a Utility
Owner with an existing GUPS account, please contact them for a user account. If you are a

Utility Owner without an existing account, please select "Register New Member Group™.

Please enter the account details:

Member Group Code: |

User ID: [

Password: |

Forgot Password
Forgot Usemame
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4. On the next screen, choose “Administrative tasks”, then “continue”
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GUPS allows the Office of Utilities to review permit information and process
permit applications online.

GUPS interfaces with major existing GDOT systems so information is
up-to-date and accurate.

GUPS uses a GIS map interface to assist permit applicants in finding the
precise location of the work being permitted.

Please select one of the following tasks:
®  Administrative tasks
O Permit Processing

& GUPS | Sub-Contact Admin...
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') HORGIA UTILITIES PERMITTING SYSTEM -
| Create sun.Contact

® Administrator
@] Manager
O standard User

First Name: *
Last Name: *
User ID: *
Password: *
Email: *

Required Fields ™

https://gups.dot.ga.gov/Gups/secure/updateContact.do?workTab=3
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6. Change anything that needs revising — the user ID is the only item that cannot be changed
7. Once all the changes are made, scroll down to the bottom of the page and click “Submit”

NOTE: All fields with a red asterisk (*) are required and the form will not submit until these fields have
been completed.

Information for GDOT Contacts, Administrators, or Managers:
Create a Sub-Contact (add other users including other Utility personnel or Consultants):

1. Login as mentioned above and choose “Administrative tasks”, then “continue”

L SRl & hitpsi//gups.dot.ga.gov/Gups/securefin O + @ & (& GUPS | Member Group App... *
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U U h 01' : GUPS allows the Office of Utilities to review permit information and process
: permit applications online.

il - & |
5 [ ) g GUPS interfaces with major existing GDOT systems so information is

precise location of the work being permitted.

for

d up-to-date and accurate.
Can o GUPS uses a GIS map interface to assist permit applicants in finding the

Please select one of the following tasks:

®  Administrative tasks
@] Permit Processing

Seorgia Department of Transportation
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2. On the next screen, just up under the GUPS banner, select the “Create Sub-Contact” tab

a. Thisis the default tab, but we recommend clicking it to ensure the screen is engaged
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Sub Contact Type: @) Administrator
O Manager

O standard User

First Name: *
Last Name: *
User ID: *
Password: *

Email: *

Required Fields *

£
https://gups.dot.ga.gov/Gups/secure/createAdministrator.de?workTab=0

3. Add information into all of the fields shown with a red asterisk (*)
4. 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 “Update My Account”
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Information for GDOT Contacts Only:
To deactivate users:

1. Login as mentioned above and choose “Administrative tasks”, then “continue”

L SRl © https://gups.dot.ga.gov/Gups/secure/in © ~ @ & | & Gups | Member Group App... %
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GECRENA UTILITIES PERMITTING SYSTEM

GUPS allows the Office of Utilities to review permit information and process
permit applications online.

GUPS interfaces with major existing GDOT systems so information is
up-to-date and accurate.

GUPS uses a GIS map interface to assist permit applicants in finding the
precise location of the work being permitted.

Please select one of the following tasks:

®  Administrative tasks
O Permit Processing
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2. On the next screen, just up under the GUPS banner, select the “Update Sub-Contact” tab

L Bl = https//gups.dot.ga.gov/Gups/secure/u) O ~ @ @& | @ GUPS | Delete a Sub-Contact %
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Please select a contact : Check to retrieve deactivated User
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https://gups.dot.ga.gov/Gups/secure/upd lectAdmini: lo?workTab=1

3. From the drop down menu, choose the person whose account needs to be deactivated, then
“continue”

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

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

6. To activate a deactivated account, go back to step 2 and check the check box to the right of the
drop down box (“Check to retrieve deactivated User”); then proceed with step 3.

a. Checking this check box adds all the deactivated usernames to the drop down

End of Document
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