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The Permit Portal Main Page    
The Permit Portal Main Page Allows users to Register for a portal account, sign in with their existing 
Member Account, use the Permit Wizard to determine which permit type they should use, Submit New 
Permits Now to go immediately to online permit submission or continue as a guest user.  

The Permit Portal Main Page also has other helpful links to help as you go through the permitting process 
with DOT or DOH. There are also links to our social media sites and general information about DOT and 
DOH. 

 

 
To begin click on the Register New Account Icon. We recommend creating an account if you 
want to track the progress of your permit as it moves through the process or if you routinely 
submit permits with the DOT or DOH. See Create a Permit Portal Account for futher 
information.  

  If you have already created a Permit Portal Account, click on the Members Log in Icon to 
log in and access your Membership Home Page.  See Create a Permit Portal Account for 
further Information.  
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 If you do not wish to create a Permit Portal Account, you can use the Continue as Guest Icon 
to submit permits online with limited functionality. You will not be able to track the progress 
of your permit as it moves through the process. For information on navigating the permit 
portal, See Permit Portal Navigation.   

The Permit Wizard assists users who are not sure about which permit they need based on 
questions answered by the user. For information on navigating the Wizard, See Permit Portal 
Wizard. 
 

The Submit New Permits Now Icon takes you directly into the permit submittal process. You 
will still have the opportunity to Create an Account, Login to The Portal or Continue as Guest.  

 

The Permit Portal Guide Icon will take you back to this document for reference on how to 
perform functions and submit Permits using the Portal. 
 
   
The Permit Portal Payment Icon will allow you to pay invoices received from the Portal. You 
can pay invoices by Credit Card or Online Check. You will be required to enter your invoice 
number to make a payment. See Permit Portal Payment Page. 

 
The Permit Portal Maps Icon will take you to the Permit Portal Maps and Geospatial 
Information page. You will find maps and geospatial information to help with your permit 
location identification.   

The Permit Portal Business Icon will take you to the WV Department of Transportation main 
site where you can find information about doing business with the DOT.  

    

The Permit Portal Engineering Publications Icon will take you to the WV Department of 
Transportation main site where you can find information about Design Directives & Structure 
Directives, Design Manuals & Design Guidance, Specifications, Materials Control, Soils and 
Testing and Utility Publications.  

The Permit Portal About Us Icon will take you to the WV Department of Transportation main 
site where you can find General Information about the WV Department of Transportation 
Essential Services, General Divisions, Mission Statement and Organizational Chart.  

 

 

 



Page | 5  

© Copyright 2024 West Virginia Department of Transportation 

The Permit Portal Register a New Account    
The Permit Portal Register a New Account page allows you to create an account with the Permit Portal. 
Some of the benefits of creating an account are that you can track the progress of your permit or multiple 
permits as it moves through the process, view outstanding invoices (where applicable) and retrieve 
permit numbers and invoice numbers as needed. We recommend creating an account if you want to 
track the progress of your permit as it moves through the process or if you routinely submit permits with 
the DOT or DOH. See Create a Permit Portal Account for futher information. 

 

After submitting your account information, you will receive an Email to validate your email address. Click 
on the link Click here to activate your account in the body of the email to validate your account.  
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If you did not receive your account activation email or need it re-sent, there is a button 
to Resend Activation Code For Your New Account on the Permit Portal Navigation 
menu on the Register a New Account Page. 
  

 

 

    

 

 

 

Enter the email address used when you registered your Permit Portal Account 
information and click the Resend Activation Code Button. 

 

After you click on the link Click here to activate your account in the body of the email to validate your 
account, you will receive the Activation Successful message and be able to Log in to the Permit Portal 
using your Username and Password that you created when you registered for an account. 
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The Permit Portal Members Homepage     
The Permit Portal Members Homepage allows the ability to update your account contact info, update 
your password, use the navigation menu to navigate the site, submit permits electronically, upload new 
permit applications in PDF format, upload corresponding documents and view the status of active or 
historical permits submitted using your members’ account. 

 

To update your password or membership account information Click on the Update Account Password 
Button or to update your contact information associated with your membership Click on the Update 
Account Information Button.  Note: You will not be able to change your Username. 
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The Permit Portal is a dashboard interface with the Navigation Menu appearing on the left of all pages 
except the main Permit Portal Page. In Mobile view the Navigation Menu shifts to the top under the 
heading banner at the top of the page. 

 

 

Link to the Permit Portal Main Page. 

Link to this Quick Start Guide. 

Link to the Permit Selection Wizard. 

Link to Submit Electronic Permits Online.  The fastest way to submit an accurate 
and complete permit. (Recommended)  
 
Link to Download Permits in PDF Format.  
 

Link to Upload Permits in PDF Format into the system. 

Link to Upload Additional Documents Requested by DOH staff or Documents not 
included with the original Permit Online Application. 

Link to View Permit Status of active or historical permits submitted, retrieve 
permit or invoice numbers and see outstanding invoices needing payment if 
applicable. 
 

Permit Portal Navigation Menu Mobile/Tablet View. 

 

 

To Log out of your Permit Portal Account Click on the Log Out Button on the right top side of 
your screen.  
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The Permit Portal Guest Access Page     
The Permit Portal Guest Access Page only has minimal functionality to navigate the Permit Portal. You 
will not be able to update your account contact info, update your password or view the status of active 
or historical permits submitted.  

 

The Permit Portal is a dashboard interface with the Navigation Menu appearing on the left of all pages 
except the main Permit Portal Page. 

 

Link to the Permit Portal Main Page. 
 

Link to the Permit Selection Wizard. 

Link to Log In To The Permit Portal. 

 
Link to this Quick Start Guide. 

Link to Submit Electronic Permits Online.  The Fastest Way to submit an accurate 
and complete permit. (Recommended)  

Link to Download Permits in PDF Format.  
 

Link to Upload Permits in PDF Format into the system. 
 
Link to Upload Additional Documents Requested by DOH staff or Documents not 
included with the original Permit Online Application. 
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The Permit Portal Wizard    
The Permit Portal Wizard will assist you in selecting the correct permit type applicable to your project.   
 

On the Navigation Menu select Permit Selection Wizard or 
on the Permit Portal Main Page Select Permit Selection 
Wizard. 

The Permit Portal Wizard will walk you through a series of questions to determine the 
correct permit type applicable to your project.   

 
Based on your answers to the questions the Permit Portal Wizard will present you with a link to the 
correct permit type for your project. Click the Link to Begin Your Project. 

 



Page | 11  

© Copyright 2024 West Virginia Department of Transportation 

The Permit Portal Online Permits Page     
The Permit Portal Online Permits Page allows you to submit permits electronically and attach all required 
documentation at the time you submit the permit. The online permit submission is the fastest way to 
submit an accurate and complete permit and get it processed. 

To start a new permit submittal online, click on Submit 
Permits Online on the Navigation Menu on the Permit Portal 
Main Page Select Submit New Permits Now. Note: If you are 

a portal Member, Log in first so you can track the permit under your account. See 
Create a Permit Portal Account for further Information.  

To start a new permit submittal on the Permit Portal Online Permits Page Select the corresponding Icon 
For the permit type you wish to Submit. If you don’t know the correct permit type to submit, please use 
our Permit Portal Wizard to determine the correct permit type applicable to your project. 
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After Selecting the correct permit type for your project, you will be taken to the Terms and Conditions 
Page for the permit type selected for your project. Please carefully read the terms and conditions permit 
type selected. If you do not agree to the terms and conditions herein, which are conditional to the 
approval of your permit, your application will be rejected.  

To accept the Terms and Conditions of your Permit Application click the I Agree Continue Button. 
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After accepting the Terms and Conditions you will be asked to enter your longitude and Latitude or pick 
the project location on the provided map.  

You can directly enter the longitude and Latitude into the Text Boxes provided, search for the 911 address 
of the project using the Find Address or Place search box or zoom to your location. To move the map hold 
down your left mouse button and drag it, to zoom double click or use the + and – buttons.  

 

Once you have found the project location click once using your left mouse button to select That location. 
The longitude and Latitude will automatically be entered into the Required Text Boxes. Click Continue. 
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After Clicking the Continue Button, you will be taken to the Online Permit Application. Please fill out all 
the information you can before submitting the application. Incomplete applications will result in 
delays or the denial of your permit.  

 

If you have additional documents that need to be submitted with your permit application, you can use the 
Attachments Section to attach and submit those with your permit. 
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Click the Submit Button to submit the application. If the submission was successful you will 
be fowarded to the Submission Successful Page. 
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The Members Permit Status and Search Page 
Use the View Permit Status And Search Button to view your submitted permits, 
view the status of a permit and view a permit number or invoice number.                                             
.                         
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 Permit Portal Upload Additional Documents  
In the event that you need to send in more documentation to support your 
permit application.  You can go to the Navigation Menu and click on the Upload 
Additional Documents Button to upload documents directly to the Permit Portal. 
Note: The file size is limited to 50MB per upload. 

 
Select Choose File and select the file you wish to upload to the Portal then select the Upload to Permit 
Portal Button. 
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 Permit Portal Upload Permits In PDF Format  
You can go to the Navigation Menu and click on the Upload New Permit 
Applications Button to upload New Permits you downloaded from the portal in pdf 
format. Note: The file size is limited to 50MB per upload. 
 

Select Choose File and select the file you wish to upload to the Portal then select the Upload to Permit 
Portal Button. 
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 Permit Portal Online Payments Page   
The Permit Portal Payment Icon will allow you to pay invoices received from the Portal. You 
can pay invoices by Credit Card or Online Check. You will be required to enter your invoice 
number to make a payment. Click on Payments Icon to get Started. 

Click on the Permit Type you wish to make the payment for and you will be taken to the payment page for 
that paticular permit type. 

 

Enter the invoice number from the invoice you received for your permit and click the Search Button. The 
system will locate your invoice. Once your invoice is located, click the Click Here link to pay your invoice 
with the West Virginia State Treasurer’s Office. 
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 Permit Portal Contact Us Form   
To contact us with Techinical issues, general questions, or comments, use the Contact Us link at the top 
of the page on all portal pages and fill out the Contact Us Form to email us.  

If you have questions about the permit process or a permit that is currently being processed, please 
contact your local District Office. 

 

Please fill out the entire email form and give a general description of your issue, question, or comment. 
Press the Send Button when you are done. 
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© Copyright 2024 West Virginia Department of Transportation 
 

Online Permit Portal Quick Start Guide is in the public domain. All original additions, including 
illustrations, are copyright © 2024 by West Virginia Department of Transportation. This document 
can be freely distributed in electronic or print form but may not be altered in any form, without the 
written permission from the West Virginia Department of Transportation, except as permitted by 
U.S. copyright law. 

 

 


