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1.  Authentication 

1.1. Self Registration 

Applicable Roles 
Customer 

Summary 
Use this process to self-register and create an account on the EPS system. 

Process 
1.1.1. Upon navigating to the EPS web site, you will be presented with the 

Login page (Figure 1-5).  Click the ñRegister!ò link.  

 
Figure 1-1.  Login Page 

1.1.2. The self-registration page will be displayed (Figure 1-2).  Supply the 
information and click the Submit button. 
Note: Required fields are denoted by * and must be supplied before the information 

can be saved. 
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Figure 1-2.  Self-Registration Page 

1.1.3. If user accounts with the email address you specified already exist in 
the system, a list of those accounts will be displayed on the screen 
(Figure 1-3).  If one of the listed accounts is an account you have 
used previously and would like to reuse, click the ñReset Passwordò 
corresponding to that account.  The password will be reset and an 
email will be sent to the specified email address with the username 
and new temporary password.  The password will need to be 
changed upon login. 

1.1.4. If user accounts with the email address you specified already exist in 
the system, a list of those accounts will be displayed on the screen 
(Figure 1-3).  You can continue to create a new account by clicking 
the ñContinue Creating New Accountò button located beneath the 
table. 
Note:  Clicking the Cancel button will return to user to a blank self-registration 

page. 
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Figure 1-3.  Self-Registration Page 

1.1.5. If you have created a new account, or reset the password on an 
existing account, you will be redirected to the Password Change page 
(Figure 1-4).  This page requires that you supply the password that 
was sent to the email address you specified, and requires that you 
enter a new password for your account.  After supplying a new 
password, you will be redirected to the login page. 
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Figure 1-4.  Password Change Page 

1.2. Login 

Applicable Roles 
Customer 
Customer Admin 

Summary 
Use this process to login to the EPS system. 

Process 
1.2.1. Upon navigating to the EPS web site, you will be presented with the 

Login page (Figure 1-5).  Supply your username and password and 
click the Login button.   
Note:  Passwords are case sensitive. 

1.2.2. Checking the ñLog me in automatically when I return to EPSò 
checkbox will store your login credentials on the local computer 
(Figure 1-5).  It is recommended that this option be chosen only if you 
are using the computer from which you will typically access the EPS 
site, and if you are sure that no other user will access EPS from the 
same computer.  You must click the Logout link on the site to remove 
the login credentials stored on the local computer. 
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Figure 1-5.  EPS Login Screen 

1.2.3. Upon a successful login, you will be redirected to the EPS Home 
Page (Figure 1-6).  If your username and password cannot be 
confirmed by the system, you will be redirected to the Login screen 
(Figure 1-7). 
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Figure 1-6.  EPS Home Page 
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Figure 1-7.  Invalid Login Screen 

1.3. Logout 

Applicable Roles 
Customer 
Customer Admin 

Summary 
Use this process to logout of the EPS system and to remove any stored login 
credentials from the local computer. 

Process 
1.3.1. To logout of the system, click the logout link in the main menu (Figure 

1-8). 
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Figure 1-8.  EPS Home Page 

1.4. Password Reset 

Applicable Roles 
Customer 
Customer Admin 

Summary 
In case of a forgotten password, use this process to reset your password. 

Process 
1.4.1. To reset a forgotten password, click the ñForget your password?ò link 

on the login page (Figure 1-9). 
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Figure 1-9.  Login Page 

1.4.2. The password reset page will appear (Figure 1-10).  Enter your email 
address that is on file with your account.  Click the submit button.  If 
an account was found, an email will be sent to the email address with 
your username and new temporary password.  The password will 
need to be changed upon login. 
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Figure 1-10.  Password Reset Page
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2. Search 

2.1. Search 

Applicable Roles 
Customer 
Customer Admin 

Summary 
The Search screen allows users to search for all permits and applications 
they have entered in the EPS system. 

Process 
2.1.1. The search can be narrowed by supplying criteria values.  Partial text 

may be entered as search criteria for all text boxes except the 
Submission date (Figure 2-1). 
Example: To find all Applications/Permits with "PL" in the Permit Number, simply 

enter "PL" in the Permit Number text box and click the Search button.  No 
wildcards are required. 

2.1.2. There is a checkbox on the Search screen that allows a user to 
search for all permits and applications for the userôs same company.  
It will say óInclude all from Company Name' (Figure 2-1).  When this is 
checked, all applications and permits submitted by any user from that 
company will be included in the search.  Some functionality will not be 
available for órest-of-companyô applications / permits.  This includes 
writing / replying to messages, adding new attachments, extension 
requests.  

2.1.3. The search results are sorted by submission date in descending order 
(Figure 2-1). 
Note:  Clicking the Reset button will reset the page and clear the search criteria 

and results. 

2.1.4. To view the details of a given application or permit in the results list, 
click on the Tracking Number or Permit Number link in the first 
column.  This will display the Application/Permit Details page for the 
selected item (Figure 2-2).  

2.1.5. Applications with a status of Entered may appear in the results list 
(Figure 2-1).  Instead of displaying the details of the application when 
the Tracking Number is clicked, the first screen of the application 
process (Applicant's Acceptance Agreement) is displayed (Figure 
2-3).  This allows users to continue with the submission process of a 
new application that was previously entered, but not yet submitted. 
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Figure 2-1.  Search Page with Results 
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Figure 2-2.  Application / Permit Detail Page 
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Figure 2-3.  Applicants Acceptance Agreement 
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3. Applications 

3.1. Create New Application (for non consulting firms) 

Applicable Roles 
Customer 
Customer Admin 

Summary 
Use this process to apply for a permit. 

Process 
3.1.1. To begin the application process, click the Create New Application 

link on the menu.  The Applicantôs Acceptance Agreement page 
(Figure 3-1) will be displayed.  The applicant must accept the 
agreement before the application can be started. 
Note:  Clicking the cancel button will return the user to the EPS home page without 

saving any information. 

 
Figure 3-1.  Applicant's Acceptance Agreement 
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3.1.2. Once the Acceptance Agreement is accepted, the user will be 
prompted to enter the type of permit for which he is applying (Figure 
3-2).  When the Permit Type is changed, the page will refresh with 
appropriate permit codes.  For a description of the permit types and 
codes, see the text below the drop downs.  Once the correct permit 
type and code are selected, click the Next button to proceed with the 
application. 
Note:  Required fields are denoted by * and must be supplied before the 

information can be saved. 
Note:  Clicking the Cancel button will return the user to the EPS Home page and 

will permanently delete any information for this permit. 
Note:  Clicking the Previous button will return the user to the previous page in the 

application process. 

 
Figure 3-2.  Select Permit Type and Permit Code Page 
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3.1.3. If the selected permit type and permit code is a Commercial Driveway 
(major or minor) or a Public Road Approach (major or minor), the 
Checklist for Commercial Driveways will be displayed (Figure 3-3).  
This page is merely informational, and provides guidelines to the 
permittee regarding the information needed for driveway permits.  
Click the Next button to proceed with the application. 
Note:  Required fields are denoted by * and must be supplied before the 

information can be saved. 
Note:  Clicking the Cancel button will return the user to the EPS Home page and 

will permanently delete any information for this permit. 
Note:  Clicking the Previous button will return the user to the previous page in the 

application process. 

 
Figure 3-3.  Checklist for Commercial Driveways Page 



Page 3-4  Version 1.0 
  Date Last Saved:  6/24/2009 9:49 AM  

3.1.4. The next page is a map of the state of Indiana (Figure 3-4).  Select a 
district within the state where the work is to be performed by clicking 
the map in the approximate location of the work.  Each colored 
section represents a district within the state.  Select a district by 
clicking within the boundaries of the desired district.   
Note:  Clicking Cancel on this page will return the user to the Main Menu page, and 

no information will be saved. 

 
Figure 3-4.  State Map Page 


