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Order a Permit that Requires a Route Survey — Service Bureau

This Training Packet details the steps needed for a Service Bureau User to create a permit application that requires a
Route Survey.

Please note that the process order for Route Surveys is different in HOOCS than it was in Permits Automation. In HOOCS,
it is intended for the user to obtain a route in HOOCS before performing the Route Survey.

Please also note that for HOOCS routing, it is recommended that the user first enter an Origin and Destination on the
Enter a Route screen. Once the route is reviewed, only then add Via Points or Via Highways to modify the route if the
provided route is not suitable to the user.

Step Description

1. Click the New Permit link in the Permits Panel on the Company Dashboard.

Permits issued and permits requiring further processing.

ﬁ Nev.rEF’ermit... Show: %% Refresh ¥) Search Permits 0
2. Select I need a NYSDOT Spec Haul permit.

Permits issued and permits requiring further processing.
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e | need help choosing the permit
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Step Description

3. The Order Permits screen will be displayed.

Enter the Company Name or USDOT Number of the company for whom the permit is being ordered in the Search By:
field.

Note: The Search function will auto-find results matching the entry as the first characters are typed. If the first part of
the search is unknown, check the box for Match middle. For instance, if the user is searching for a company with the
word “miles” in the name but is unsure of the first word in the company name, check Match Middle, select Company
Name, and enter the word miles. All company names with the word miles anywhere in their company name will be
displayed.

Order Permits

Select the permit type below. Alternatively you may use the Permit Wizard

If ordering for a permit service, select permit service company: (7]

Select company for which you are ordering permit(s):

aSearch By |Company Name V| |m||es | I Match middle b

Records Found: | «fm—

DOT Name Address City State Phone
2263 ProMiles 1 50 Wolf Road Albany 514-545-4848

Christines Permitting

Contact information to appear on permit(s) being ordered:

Contact Name: |Christine Church |
Contact Phone: 517-234-5964
Contact Email: |cchurch@pmmwles com |

OF’r mary Delivery Method: |WebDownload v
Additional Delivery Method:

QCcmpary Reference: |

Select Permit Type: (7]

[Select... v
From: I:l To:
4, Select the Company Name from the Records Found.

Note: If a company is not selected, the permit will be issued in the name of the Permit Service and cannot be
transferred.
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Step Description

5. Choose a Primary Delivery Method and optionally an Additional Delivery Method from the associated dropdown lists.
If the delivery method information does not populate, enter the necessary information. If the information does

populate from the saved customer information but needs to be changed for this permit application, enter the updated
information.

Note: The saved Contact Information will pre-populate from the Company Information. Complete the fields that were
not populated, if necessary. The Additional Delivery Method and Company Reference are optional fields.

Additional | An optional field on the permit application that enables the customer to enter a
Delivery secondary delivery option for the Permit PDF after issuance.
Method

Company An optional field on the permit application that enables the customer to associate a
Reference | permit to a particular job, job number, or some other internal tracking reference. This
field is searchable and reportable.

Order Permits

Select the permit type below. Alternatively you may use the Permit Wizard
If ordering for a permit service, select permit service company: (7]

Selact company for which you are ordering parmit{s):
[ 7 Jo— [Company Name ~| [miles B Mateh middle

ProMiles 1

Contact information to appear on permit(s) being ordered:
|Christine Chureh
[E17-234-8964
[echurchi@promies com
iy Delivery Mothod . [Email v Frnad Adddress [cchurchi@promiles com —
fehibaral Dudrvery Mathod — [Select V| f—

Select Permit Type: [7]

[Select ~

| cancel |

Note: A Delivery Method of Email must be selected for the Service Bureau to receive notifications about the Route
Survey approval.

6. Entering a Company Reference for this permit application is optional. The Company Reference enables the user to
associate a permit to a particular job, job number, or some other internal tracking. This option is not required and has
been provided as a service to HOOCS companies. If information is entered in the Company Reference field, the user will
be able to search for all permits associated to that reference. Reports can also be generated using that reference.
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Step Description

7. Select the Permit Type from the Select Permit Type dropdown list.

After choosing a Permit Type, the Next and Save and Exit buttons will be displayed beneath the selected Permit Type.

Order Permits

Select the permit type below. Alternatively you may usse the Permit Wizard

If ordering for a permit service, select permit service company: [7]

Select company for which you are erdering permit(s):
@ seanch By [Company Nama ] [miles B Maich mid

ProMiles 1

Contact information to appear on permit{s) being ordered:
Chnsbre Church

517-234-8964

cehurchi@promies.com
@ Frinary Dolivery Mothod: [Emai | Emad Addross: [cchurchi@promiles com
Selact e

L

Select Permit Type: @

Type 1= Single Tnp

Moves (Except Manufactured Homes) W

10/

Cantel Mext Save and Exit

8. Enter the start date for the permit by clicking in the From field and selecting a date from the calendar.

Note: The start date cannot be earlier than today and is limited by the Permit Type as to how many days in advance it
can be ordered.

Order Permits

Select the permit type below. Alternatively you may use the Permit Wizard

If ordering for a permit service, select permit service company: (7]

Select company for which you are ordering permit(s):

[ 7 By: [Company Name V] [miles | M Match middle
ProMiles 1

Contact information to appear on permit(s) being ordered:

Contact Name: ‘Chnstlne Church ‘

Contac October 2018 [+] D

Conlac Su Mo Tu We Th Fr Sa omiescom |

ePr' 2 all4|l s/ & jl Email Address: |cchurch@promiles.com
Addiisl 7 @ s 10 11 12 13| ¥

QCC' 14| 15 16 17| 18 19 20 :l

21 22 23 24| 25 26 27

Selec
Type1) 28 29 30 & =pt Manufactured Homas) ~

From To: [10/06/2018
‘ Cancel “ Save and Exit ‘

The End Date will automatically populate in the To field based on the Permit Type requested.

9. Click the Next button to proceed with the permit application or click the Cancel button to cancel without saving the
permit application. Click the Save and Exit button to save the permit application for later processing and exit to return
to the Company Dashboard.
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Step Description

10. The Truck and Load Information screen will be displayed.

Note: When the company name is displayed in blue throughout the permit application, it is a hyperlink to access the
HOOCS Company Management Portal screen.

Order Permits

ProMiles 1

Use the form below to fill in truck and load information 1080878

Add

Power  Vehicle \HVEﬂlDWo Unit/Rig Numbero Yearo Makeo VINo Licenseo Swteo Vehicle Typeo

Unit

‘Se\em, V‘ | | |Seleul, V| | | | | | ‘ ‘Se\ect v
o Commedity Type: eLuad Description: OSeriaI Number:
[ Select One - v | ‘ |

[ 1 attest that the load is non-divisible 0

[ 1 attest that hauling multiple items does not create an additional over-dimension 0

Load Parameter Feet Inches Load Parameter Feet Inches

Loaded Width [ Y ) @ Loaded FrontoHang [ | [ |
Loaded Height [ Y | @ LoadedRearomang [ |[ |
Loadedlength [ [[ | @ @ Loaded Weight [

Trailer Length C 1 e

‘ Back ‘l Save and Exit || Delete Permit |

11. Enter information about the vehicle and load. If the Vehicle has been saved in the Company Data, choose that vehicle
from the Vehicle Inventory dropdown list. HOOCS will pre-populate the known information about the vehicle into the
form.

Note: For optimal routing, enter exact load dimensions.

12. Select a Commodity Type from the dropdown list.

13. Enter a description in the Load Description field.

14. Enter a serial number in the Serial Number field.

Note: If there is not an applicable serial number for the load being hauled, enter NA in the Serial Number field.

15. Select the Attest Statement that applies to the load being hauled.

16. Enter the Load Dimensions for the load being hauled.

Note: At this time, the state has determined that any load exceeding one of the following dimensions will trigger a
Route Survey: Height: 13’ 11”, Length: 100’ 0”, Width: 15’ 11”.
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Step Description

17. Click the Enter Axles button to enter the appropriate Spacing, Weight, and Sum of the Manufactured Tire Rating for
each axle.

Set Axle Weights x

Enter spacing and weight informaticn for each axle.

Number of Axles: width: [] Tread width: [

Total Spacing: 58' 1" Total Weight: 95000

Sum of
Axle Spacing Weight %eM"  # Tires Lift
Feet Inches e Axle

4 20000
5 6] 20000

For optimal reuting, enter exact weights.

I
o
IS}
o
S
=]
=)
Is)
[S)
S [[&][[=]][+]| [~
IR ISR IES

Ooo|o|ag

Display Configuration | ® Side O To

| Validate Weights and Close H Cancel (Clears all axles.) ‘

©

Axle weights are required for most Permit Types excluding the Type 15 and Type 1M Manufactured Home permits.

18. Enter additional information about the axle dimensions and axle weights of the load, if applicable.

19. Click the Display Configuration button to view a side or top view diagram of the axle configuration to confirm settings.

20. Click the Close button and make changes if necessary on the Set Axle Weights screen.

21. Click the Validate Weights and Close button.

22. Click the Next button to continue, the Save and Exit button to save the application and return to the Company
Dashboard, or the Delete button to delete the permit application. Optionally, click the Back button to go back a page.

Note: New information will not be saved if the user clicks the Back button before saving or before going to the next
screen.
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Step Description

23. The Enter a Route screen and Route Survey Confirmation window will be displayed.
Enter a Route
Route Survey Confirmation x
Enter Trip For This Permit
The dimensions far this permit require a route survey.
Trip: [ || Load Tre | @ s have a HOOCS Route Survey number appropriate
P % . . 1 for this permit, enter it below and click validate. If not,
click the Enter a Route button.
| Route Survey Number
Via Paoints Nona w i " 1 two e Validate Number
| estination b 1f you don't have a Route Survey number, click Enter &
Route below. | Enter a Route
15 il e i)
24, Click the Enter a Route button to enter a route for the permit requiring a Route Survey.

Note: Companies are able to reuse an approved Route Survey for the same route for vehicles with the same or smaller
dimensions within 30 days of the Route Survey’s initial approval. If the load dimensions are the same or smaller, and
the route is the same, enter the approved Route Survey Number and click the Validate Number button. The Route
Survey must be valid for all dates the permit is valid.

For the scenario in this training, the user does not have an approved Route Survey.

Route Survey Confirmation %

The dimensions for this permit require a route survey.
If you have a HOOCS Route Survey number appropriate
for this permit, enter it below and click Validate. If not,

click the Enter a Route button.

Route Survey Number

H Validate Number |

If you don't have a Route Survey number, click Enter a

Route below.|| Enter a Route

The Route Survey Confirmation screen will close and the Enter a Route screen will be displayed.
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Step Description

25. Enter the routing information and generate a route by clicking the Validate and Run button. The Trip Results Panel will
be displayed.

Note: It is recommended that the user first enter an Origin and Destination on the Enter a Route screen. Once the route
is reviewed, only then add Via Points or Via Highways to modify the route if the provided route is not suitable to the
user. This will assist the user in finding an approved HOOCS route.

Note: When the system doesn’t have any problems with the information entered, the Trip Results Panel will display the
route. Review the route and driving directions. Expand the Enter Trip Panel to make any changes. Changes will require
the user to click the Validate and Run button to update the route.

If the route cannot be generated due to restrictions, the system will display a Failed to generate trip message with restriction
information.

Failed to generate trip on leg #: 1 because of 10546: BRIDGE 7708160: WALDEN AVE UNDER RAILROAD
The system was unable to generate a route for your trip. This is most likely due to construction restrictions or low overhead obstructions. Please continue to the next screen and enter your payment information. Your
application will be forwarded to a HOOCS permit specialist for routing and issuance. Your account will not be charged until the permit has been issued. The final permit will be sent to you upen issuance.You can adjust|

your trip or continue your order to have your trip reviewed

The user can click the Expand Chevron icon to expand the Enter Trip Panel and edit the route if they would like. It is
recommended that the user first enter an Origin and Destination on the Enter a Route screen. Once the route is reviewed, only
then add Via Points or Via Highways to modify the route if the provided route is not suitable to the user. This will assist the user
in finding an approved HOOCS route.

Note: If the user is unable to generate the desired route, click the Permit Notes button in the Navigation Bar. Enter the details
for the desired route and click the Add Note button. Click the continue your order to have your trip reviewed link. This will
submit the permit application to the Permit Office. At this point, the Permit Office will review the permit application and
attempt to find an acceptable route. Once the NYSDOT User generates a route, the Route Survey form will be created and
emailed to the Service Bureau. When the Service Bureau receives the Route Survey form, and has the company complete the
information, the Service Bureau will need to upload the completed form for the Permit Office to approve. The Route Survey
approval will be emailed to the permit Primary Delivery Method email address.

Note: The Route Survey form is also available to the customer in the Route Surveys link on the Company Dashboard to provide
to the Survey Company.

The following steps for completing the permit application are not applicable unless there is a route.

26. After reviewing the route and driving directions, click the Next button. The Permit Summary screen will be displayed.

27. Read and check the box attesting to understanding the rules and requirements for ordering a HOOCS permit.
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Step Description

28. Click the Create Route Survey button at the bottom of the screen.

Order Permits

Permit iD: 1080878

Mew York Route Directions

Order Review

Parmit Type: Type 1 - Single Trig - Gen

Start Date: 10/2/2018  End Date: 1082018

Vehicle And Load

Vehicles Used For This Permit

Unit Number Type Make Year VIN

Load and Dimensions

Axle Spacings

Origin and Destination

Destination: |-81:PA:Great Band

Via Points

Permit Conditions

Back || Save And Ext | | Debete Peermat

The Route Survey Information window will be displayed.
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Step Description

29. Enter all known information on the Route Survey Information screen, making it as complete as possible. These fields
can be left blank if the information is not known.

Route Survey Information x

Please complete the known information belew so it will pre-populate
on your Route Survey form. If you do not know this information,
manually enter it on the Route Survey form before uploading.

Surveyed By Information
Company Route Survey Company
Employee:  |Routey Surveyor
Phone
111-333-5555
Numbar:
surveyed Pole Height Dimensions
Height Pole Mot
Feet: 16 Inches: (2
Required:

Submit

30. Click the Submit button once the Route Survey Information is complete. The Submission Complete screen will be
displayed.

31. Click the Print route survey link to print the New York State Department of Transportation Perm 85 — Special Hauling
Route Survey For Over Dimensional Vehicles document. The Route Survey document will be displayed in a new
window. The document can be saved and/or printed.

32. The Route Survey form will be emailed to the Service Bureau email address entered when selecting a Primary Delivery
Method and any additional email addresses entered.

33. Close the Route Survey document.

Note: The Route Survey form is also available to the customer in the Route Surveys link on the Company Dashboard to
provide to the Survey Company.

Note: The Route Survey form is available to Service Bureau Users by clicking the Print route survey link on the Order
Permits: Permit Summary screen and from the HOOCS email if email was chosen as the primary delivery method during
the permit application process.

34, Click the Return to the dashboard link or the Home button to return to the Company Dashboard.

35. Once the Route Survey form is complete, the company or Service Bureau will need to upload the form for the Permit
Office to approve.

Note: The Route Survey form belongs to the company because the company is responsible for having the route survey
performed. The company can locate the Route Survey form in the Route Surveys link in the Administrative Panel on
their Company Dashboard.

10
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Step Description

36. Click the Route Surveys link in the Administrative Panel on the Company Dashboard.

Reports 2
Route Surveys »
Shopping Cart (0) Permits »

The Route Survey Search screen will be displayed.

37. Click the Upload Signed Route Survey link.

Route Survey Search

Enter at least one search filter below and click search.

Route Survey Details

Route Survey #  |is V|| |
Starting Permit# [is V|| |
Starting Permit ID [is V|| |

| Search || Reset Form |

IUF' oad Signed Route SLlr'-.-'e';,-I

38. The Upload Signed Route Study window will be displayed.

Upload Signed Route Study ®

Route Survey Number:

Route Survey File:
Browse...

e  Enter the Route Survey Number.

e  Click the Browse button.

e Locate the saved file to upload.

e Double click the file to be uploaded.
e  Click the Upload button.

39. Click the Home button to return to the Company Dashboard.

11
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Step Description

40. Once the Route Survey has been approved by the Permit Office, a notification will be sent to the primary delivery
method email address.

Tue 10/2/2018 10:53 AM

spechaul@dot.state.ny.us
05/0OW Permit Office note for Route Survey number 1891

i This message was sent with High importance.

Route survey number 1891 has been approved for permit 1080878!
Locate the permit on your dashboard and select "Resume’ to issue the permit.
Enter route survey number 1891 when prompted.

Note: A Delivery Method of Email must be selected for the Service Bureau to receive notifications about the Route
Survey approval.

At this point, the Service Bureau User will need to process the permit with the approved Route Survey Number to
complete the permit issue process.

41. Locate the permit in the Permits Panel on the Company Dashboard once the Route Survey has been approved.

42. Click the Select link for the desired permit.

' '

Permits issued and permits requiring further processing.

E New Permit... Show: % Refresh (&) Search Permits (7]

Search By: [Permit ID v| [1080878 || Go |
Permit No/lID Agency Type Submitted Status Action
1030872 NYSDOT SH-TYPE1 Unfinished Select...

12
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Step Description

43. Click the Resume Permit link.
g T 9
Permits issued and permits requiring further processing.
ﬁ New Permit_.. Show: %% Refresh (&) Search Permits (7]
Me|
Search By: [Permit ID v|[1080878 || o |
&) ProMiles 1 -1
Stg
Permit No/ID Agency Type Submitted Status Action
-
1080873 NYSDOT SH-TYPE1 Unfinished Select )
. Resume Permit ||
ShOW: 25 Ret ﬁ Copy Permit
g cancel Permit
1 13
The Order Permits screen will be displayed.
44, Continue through the subsequent screens by clicking the Next button until the Enter a Route screen is displayed.
The Enter a Route screen and the Route Survey Confirmation window will be displayed.
Note: The Route Survey Number for the permit being worked will appear in the Route Survey Number field.
Enter a Route
Permit ID: 1080878 ProMiles 1
| Back H Save and Exit H Save | -
Route Survey Confirmation %
Enter Trip For This Permit
The dimensions for this permit require a route survey.
SadiSaved i a If you have a HOOCS Route Survey number appropriate
Origin Use the form to the left to enter a trip that the trug  TOF" this permit, enter it below and click validate. If not,
. ) click the Enter a Route button.
Address City Zip You have 4 options for entering your origin and d{
I I | - An address - Enter the street number, stref ROUte Survey Number
Via Points « The intersection of two streets — Enter eac| 1891 * H Validate Number |
L location. The map will zoom into the inters
Destination you to select from: The system produces | If you don't have a Route Survey number, click Enter a
Address City Zip represents your location Route below.
| | | | | - Border crossings — If you are entering fron|
highway and the nearest city to where you
= LatlLon/Map — If you have the geocode for your Tocation, you may enter . Example: 42605
Avoid Toll Travel: [ 6 -73.733. You can also click Find after selecting Lat/Lon/Map to click a location on the map.
EemiEEs e i an e 0 You have the option to enter via points for your route
Avoid Manual Review Bridges on Route: []
= Highway — Enter a single highway or a series of highways you would prefer to travel on your
Add Split Trip (@) .
rip.
FEEE Iy - Find on Map - Click on “Select on Map™ to open the map and select your highway via points.
And Return
Click Validate and Run. The router will attempt to generate a legal route for your truck based on the
weight and load parameters you entered earlier. To edit your route click the expand arrows to access
your routing options.
45. Click the Validate Number button.

13
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Step Description

46. HOOCS will attempt to validate the Route Survey. If the validation is successful, a confirmation message will be
displayed letting the user know that the Route Survey is valid.

Message from webpage @

! L Mumber valid and approved. You may view the trip below.

Note: If the validation fails after clicking the Validate Number button, a message will be displayed letting the user know
that the Route Survey has not been approved or is not valid for this route.

47. Click the OK button.
The Trip Results Panel will be displayed.

Note: The user is not able to change the route for this permit. If a new route is needed, the user must start a new
permit application.
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48. Click the Next button.
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Step Description

49, The Order Permits: Permit Summary screen will be displayed.

Note: On the Order Permits: Permit Summary screen, users have the option to go Back to previous screens, click the
Save and Exit button to save any progress and return to the Company Dashboard, to Delete Permit, or to Submit the
permit.

For this example, we will click the Submit button.

Order Permits

FroMis 1

Mew York Route Dirsctions

Order Review

Permit Type: Type | - Single Trip - Geerel Maves (Cxcept Manufastured Homes
Start Date: 1022018 End Date: 107872018

Vehicle And Load

Vehicles Used For This Permit

Humber Type  Make Year VIN

Load and Dimensions

p— Fromt (Thany: I

Axle Spacings

A

Origin and Destination

Origin: I-81,CN Rockpart

Destination: -81:F

Via Points

Permit Conditions

Back | [ Fave Ard st || Dolete Pam

15
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Step Description

50. The Order Permits: Permit Submission Successful screen will be displayed.

Order Permits

ProMiles 1
Christine Church Ph: 517-234-8964

Permit ID: 1080878

Permit Submission Successful!

Your permit has been submitted. The permit(s) generated for
this order are listed below. To view or check the status of your
permit, return to the Dashboard.

+ Return to the dashboard
The following permits have been approved.
Permit ID
1080878

Pay for the permits now

From this screen, the user can Return to the dashboard or Pay for the permits now. If the user does not pay for the
permit at this time, it can be paid by the start date from the Shopping Cart.

Note: If the permit was not approved when the user clicked Submit due to the permit being outside of self-issue limits,
the user will receive a message stating that the permit has been enqueued for further processing and the Pay for
permits now link will not be available. The permit will be listed in the Permits Panel. Once the permit has been
approved by a NYSDOT User, the status of the permit application will be Pending Payment, and the permit will be
located in the Service Bureau’s Shopping Cart for payment.

51. Click the Pay for the permits now link.

52. The Pay for permits screen will be displayed.

Click the Pay For Verified Permits button.

Pay for permits.

The following permits have been authorized and are verified for payment and/or final processing:
1080878

‘ Pay For Verified Permits || Cancel ‘

16
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Step Description

53. The Payment Information for Permit ID: XXXXXX screen will be displayed.

New York
HOOCS Permitting System

Payment Information for Permit ID: 1080878

The amount you owe and options for paying are presented below. Please select a payment option and click the Submit button.

Amount Owed: $ 40.00 for 1 Permit(s)
Select Payment Method:

Qs V]

Press submit only once

Select the payment method from the Select Payment Method dropdown list.
Click the Submit button.

Continue processing through the payment screens entering the required information.

54, The Issued Permits screen will be displayed.
The permit will be delivered via the delivery method selected during the Order Permits process.
Note: The permit can also be accessed by the Service Bureau from the Permits Panel on the Company Dashboard.

Note: The Service Bureau will be responsible for sending the issued permit to the customer.

55. Click the Return to the dashboard link to return to the Company Dashboard.

Note: Service Bureaus are able to reuse an approved Route Survey for the same company and route for vehicles with
the same or smaller dimensions within 30 days of the Route Survey’s initial approval. If the load dimensions are the
same or smaller, and the route is the same, enter the approved Route Survey Number and click the Validate
Number button on the Enter a Route screen. The Route Survey must be valid for all dates the permit is valid.

17
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