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1.0 How to Sign In to OSP 

 

 

First, click Sign In. 

 

 

 

FDOT staff will login using their Network Login.  This is the userid and password that is used to login to 

your computer. 

External users, who will be submitting permits to the Department, will login with an Internet Subscriber 

Account Login or ISA Login. 

 



 

 

As an external user, you would click on the ISA login, and then login using your ISA e-mail address and 

password.  If you do not have an ISA, click on create an account.   

After creating an account, a verification e-mail will be sent with a link for you to verify your ISA.  After 

that has been done, then you can login to the OSP system. 

 

 

 



 

 

When logging in for the first time, external users will be taken to a page to create an account for OSP.  

The first four lines come directly from the ISA that is created.  The other information is entered when 

the account is created.  This can be updated as needed by clicking on Edit Account. 

 

 

 

Permits that external users have submitted to the Department can be viewed and managed under the 

My Permits tab 



2.0 How to Submit a Permit 

 

Choose the permit under the Permits Tab and click Apply Online to begin.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Complete the information under each tab.  Until the permit is submitted, it will be in a saved status and 

have a temporary permit number. 

 

 

The applicant information is populated from the external users account information.  For FDOT staff that 

are completing a permit manually, this information would need to be typed in from the paper 

application received. 

 

 

 

 



 

 

 

To advance through the permit tabs, click on the tab at the top of the page or click next at the bottom of 

the page. 

 

 

 

 

 

 

 



 

 

2.1 How to Add a Location 

There are two ways to add a location. 

 

 

 

1.  Using the GIS Map, choose a county, use the “+” and “-“ buttons to zoom in and out as needed, 

then click Add Work Location and follow the instructions above. 

 

 



 

 

2.  The second way to add a work location is to click the Add button and type in the information. 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

2.2 How to Upload a Document 

 

 

 

To add a document, click Add Document, choose the document from your computer, then click Save 

Changes. 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

2.3 Submitting a Permit Application 

 

 

 

After reviewing and agreeing to the terms of the permit, click Submit Application.  You can also preview 

the permit before submitting. 

 

 

 



 

After submitting the permit, the permit will now have a permit number and the status will be changed 

to Submitted to FDOT.  The external user will also have a Manage Permit tab. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3.0 Managing Permits:  ISA (external) users 

 

 

 

Under the My Permits tab, an external user will have a dashboard with Urgent Action Review, Saved 

Permits, and All Permits. 

For each permit you can view the current status and state, the date the status changed and the date 

submitted. 

The Saved Permits would be the permits that have been started but not submitted to the Department. 

They would have a temporary permit number. 

At times during the review process, the Department may need additional information submitted.  When 

this happens, the Department staff will submit a request for information, and those permits will be 

shown in the Urgent Review Section with a state of Request Additional Information. 

 

 

 

 

 

 



 

 

Clicking on a permit number will bring the external user to the following page. 

 

 

 



The following information is available under Manage Permit. 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 



3.1 How to Initiate Work 

Under Manage Permit, click 48 Hour Request to Begin Work. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3.2 How to Indicate that Work is Complete 

Under Manage Permit, click Work Complete. 

 

 

 

 

 

 

 

 

 

 

 

 

 



4.0 Managing Permits:  FDOT (internal) users 

After logging in, internal users will be taken to their permits dashboard.  This can also be founder under 

the My Permits Tab. 

 

 

 

 

 

Permits that have been assigned to a user will be under Assigned Permits. 

 

 

 

 



After an application is submitted, internal users can review the application by clicking each numbered 

tab. 

 

 

4.1 Clocks, Notices, and Statuses Tab (FDOT)  

The following information and actions are available under this tab. 

 

 

 

 



Clocks, Notices, and Statuses Tab (FDOT) (continued) 

 

 

 

 

 

 

 

 

 

 

 

 



4.2 Reviews and Comments Tab (FDOT)  

The following information and actions are available under this tab. 

 

 

 

A FDOT user can add a project name and description. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Reviews and Comments Tab (FDOT) (continued) 

4.2.1 How to Assign Permit Coordinators and Reviewers 

Permit Coordinators and Reviewers can be added. 

 

 

 

To assign an FDOT Permit Coordinator, click Add (right), start typing a user’s name, select the name from 

the list, then click Add (left). 

 



 

Reviews and Comments Tab (FDOT) (continued) 

 

To assign an FDOT Reviewer, click Add Reviewer.  Start typing a user’s name, select the name from the 

list, then click Add Reviewer. 

 

 

 

 

 

 

 

 

 

 

 

 



4.2.2 How to Add Reviewer Comments 

 

First, click Add Comments. 

 

Type in Comments, then Click Save.  Documents can also be added. 

 

 

 

 

 

 



4.2.3 Associated Permits can also be added. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4.3 Manage Permit Package Tab (FDOT) 

After a permit is placed in the Under Review status, the Manage Permit Package tab will be available. 

The following information and actions are available under this tab. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Manage Permit Package Tab (FDOT) (continued) 

The documents to include in the permit package can be chosen.  The order of the documents can also be 

selected.  Special Conditions for the permit can also be added. 

 

 

 

 

 

 

 

 

 

 

 



Manage Permit Package Tab (FDOT) (continued) 

 

The FDOT Engineer/48-Hour Contact can be added. 

 

An Email Package to an external reviewer can be sent if needed. 

 

 

 

 

 

 

 

 

 

 



4.4 Inspections Tab (FDOT) 

After a permit has an Approved status, the Inspections tab will be available. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4.4.1 How to Assign an Inspector 

To add an inspector, click Add Inspector.  Start typing a user’s name, select the name from the list, then 

click Add Inspector. 

Inspections Tab (FDOT) (continued) 

4.4.2 How to Add Inspection Comments 

After work is initiated, inspector comments can be added.  First, click Add Comment. 

 



 

Type in Comments, then Click Save.  Documents can also be added. 

 

5.0 How to Search for a Permit (FDOT) 

 
Click the Search tab. 

 



 

Advanced search options are also available.  Following are the results when searching by a Permit 

number. 

 

 

 

 

 

 

 

 

 

 



Utility Permit Update 

The Utility permits have now been transitioned into the FDOT’s new One Stop Permitting (OSP) 

application.  To login as an external user submitting a permit to FDOT, first click Internet Subscriber 

Account Login (ISA). 

 

 

 

Login using your current ISA email address and password.  If you do not have an ISA, click Create an 

Account. 

 

 

 

 



 

Your account information can be managed under the My Profile tab. 

 

 

Information concerning permits you have created and submitted can be found under the My Permits 

tab. 

 

To create a new utility permit, go to the Permits tab and then select the Utility permit. 

 



 

On the Utility Permits page, you can create an Organization for the OSP application, update an existing 

Organization, and create and view Maintenance Notifications.  You will also create new utility permits 

from this page. 

 

 

Until a permit is submitted to the FDOT, it will be in the Saved status with a Temp. permit number. 

 

 

 

 

 

 

 



 

After a permit is submitted to FDOT, it will then be given a permit number, and it will be listed under the 

My Permits tab in the All Permits grid. 

 

 

Clicking the permit number link above will open the following page.  You will now have an Application 

tab and a Manage Permit tab.  The Application tab will take you to the electronic application previously 

completed and submitted.  The Manage Permit tab will take you to a page where you can view 

Important Notices, the FDOT Permit Coordinator information, and the Permit Status History. 

 



At times FDOT may request additional information from the applicant.  These Requests for Additional 

Information (RAI) can be found under the Urgent Review Action grid under the My Permits tab. 

 

To view the information requested, click the permit link and then go to the Manage Permit page.  The 

information requested can be found under Permit Status History. 

 

The permit can be resubmitted to FDOT by going to tab 5 under Application and clicking Resubmit to 

FDOT. 

 

 



 


