RULIS Utilities: Adding People Before
and After Permit Submission

A RULIS Job Aid

Roles Impacted Last Revised

Utility Consultant January 3, 2024
Utility Owner

Page 1 of 8

A RULIS JOB AID

© TXDOT Right of Way 2024




Introduction

A Utility Owner must apply for a permit with TxDOT when they need to install a new facility on TxDOT
Right of Way, to perform maintenance on a facility on TxDOT Right of Way, or to perform an adjustment
to a facility on TxDOT Right of Way required due to a transportation project. The individual who created
the permit has control over the permit until they allow others to manage the application. To add people
to the application, you must provide them access. This job aid describes the process for adding an

individual before and after the permit submission.

Topics
e Adding People Before Permit Application Submission
e Adding People After Permit Application Submission

Page 2 of 8
A RULIS JOBAID © TxDOT Right of Way 2024




. k- y Q. . ' .

Adding People Before Permit Application Submission

When you begin a new Utility Permit application, you have the option to let other people
manage the application.

o

Project Information

Communication

Begin a new Permit application.

=4

£ utility owner subm permit without any i

roject

Code: Assoclated TXDOT Connect LIty ID (leave blank If not applicable)

Utility Company Project Code:

CANCEL APPLY FOR A PERMIT

Help

Check the box on the bottom of the page, “Let other people manage application”.

n Help
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Select the team from the list displayed under the Organizational Units section.

| 7 I

Check the box next to the people on the list to who you would like to grant access.

You can also add users who are not on the list by entering their emails under
@ “Users emails”, as long as they have a RULIS user account.
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Adding People After Permit Application Submission

On the main dashboard you will need to select the proper options to open the submitted
application page.

Welcome!

Welcome to GEO.works where

1. Select the Application icon on the top task bar and click on the blue downward arrow.

2. Select Submitted Applications Status from the dropdown menu.
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In this screen it is important to have your application number available.

Apply for a Permit 1) Ap [ ] PSS 4 OrEanizatons! Unls andLinked Eompanizs ¥ = [

Submitted Applications Status

SUE Accepted
SUE Dala TXDOT Review

SUE Data TXDOT Review

Waiting for As-Built (MANDATORY)

1. On the Submitted Application Status screen, select the blue Action button next to
the application you’ve chosen.

2. From the drop-down menu, select Add Reviewers.
@ The pop-up window that opens will display the name of the Project Title (i.e.,
Subsurface Utility Engineering, Petroleum and Gaseous Materials, etc.)

@ This defaults to the Utility Type followed by date and time the application was
created unless the Consultant or Owner edits the Project Title.
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Now, you are ready to select the individual(s) to a Utility Permit Application.

Apply for a Permit (11 applications () Companies/Owners/Contacts i Org Suppont + B (7]

Subsurface Utility Engineering (12/06/202

Submitted Applications Status ‘
vizational Urit

L

[ Number, Permit Owner, Application Number, Applicant. Roads, City. Application Type, Title)

~  Application Number ~ Status | ~ District ~ Title

SUE Accepted

SUE Data TXDOT Review
SUE Data Import

SUE Data Import

SUE Data import

SUE Data Import

SUE Data Import

SUE Data TxDOT Review

SUE Data Import
SUE Data TXDOT Review
SUE Data Import

Entering Design

SUE Data TxDY
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Once the window opens:

1. Select the individual(s) to be added from the Organizational Units and click on the
box to select, or you can:

2. Enter the User(s) Email(s) address if the individual(s) are not listed under the
Organizational Units, using commas to separate if adding more than one person.

3. You can also select the box to remove yourself from managers as an option.

Apply for a Permit Arr""'ﬂo Companies/Ownery/Contacts £ Orgy 5 L (7]

Subsurface Utility Engineering (12/06/2023 09:40:31 a
Submitted Applications Status
l Ur t A30
B
[._e el R - B Numniber, Permit Owner, Application Number, Applicant. Roads, City. Application Type. Titie)
action ~  application Number v status ‘ v District v Title

SUE Accepted Saparidty Comeng i‘
SUE Data TXDOT Review Preesing
SUE Data Import < “' i e
SUE Data Import = | —
SUE Data Import ; = gine
SUE Data Import —

SUE Data mport
SUE Data TXDOT Review
SUE Data Import

SUE Dara TXDOT Review

SUE Data Import

Entering Design
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Click Save.
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Once the selection is saved you will get a blue pop-up box appear on the top right-
hand corner of the screen indicating Successfully Saved.
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