KANSAS TRUCK ROUTING
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PERMITTING SYSTEM
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K-TRIPS Company User Guide

This User Guide describes the operational procedures for K-TRIPS and the screens encountered
by users during those procedures. Motor Carriers and KS Agency Users utilize K-TRIPS to
generate permits and legal, safe routes for oversize/overweight vehicles and loads on Kansas
roadways.
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CHAPTER 1 WELCOME TO K-TRIPS

PURPOSE & USERS

The K-TRIPS Online Company Interface is used by Motor Carriers and Permit Services to create and maintain
company accounts and to create permit applications for Oversize/Overweight (OS/OW) travel within the State of
Kansas. This interface provides access to safe and legal routes based on the vehicle and load dimensions and
weight for such travel.

ONLINE PERMITTING & ROUTING

This web interface gives Industry Users access to the company account, permit ordering, routing, mapping, and
company reporting capabilities in K-TRIPS.

ONLINE PERMITTING & ROUTING AND K-TRIPS

This web interface allows Industry Users to access their Company Data within K-TRIPS. Using the routing engine
and the mapping engine, this interface provides route generation and route display for permits ordered through K-
TRIPS. Permits and Company Data are accessed from the K-TRIPS database.
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Chapter 1 Welcome to K-TRIPS

CREATING AN ACCOUNT

New users of K-TRIPS can create their company account on the Login Page. You must have an account to order a
permit.

To CREATE A NEW ACCOUNT

1. Access the K-TRIPS Login Page directly at https://www.k-trips.com.

Note: This interface will require pop-ups. On your browser, select the Tools button and allow or do not block pop-
ups.

2. Click create a new account at the top of the page.

Login Page

Welcome to the Kansas Truck Routing and Intelligent Permitting System (K-TRIPS)!
Please login below to order permits and manage your account.
If you do not have an account, you can create a new account.

Enter your username and password Help is provided throughout the system. A question mark icon L7 is displayed

. if a field has a help message associated with it. Hovering over the icon

Username: l:l displays a brief explanation of the field: clicking on the icon will display a
i detailed help message.

passwora I

| forgot my password K-TRIPS User Tutorial Videos

C1Remember me on this computer

Security and Privacy Statements

FIGURE 1: THE LOGIN PAGE

The Create New Company Account screen will be displayed.

Create New Company Account

Do you have a valid USDOT number?

Cancel

Select Yes or No to answer if you have a valid USDOT Number. If you do not have a valid USDOT Number, you

will still be able to order permits, but the Permit Office must approve all permit applications before the
permits are issued.
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Chapter 1 Welcome to K-TRIPS

For this example, we will select Yes.

The fields for USDOT Number and Tax Identification Number (TIN) will be displayed. The USDOT Number and

the Tax Identification Number (TIN) will be validated so they must be associated to the company and entered
correctly.

Create New Company Account

Do you have a valid USDOT number?

Please enter valid USDOT and Tax ID Numbers.
USDOT Number: | |

Tax Identification Number (TIN): | |

| Cancel | | Clear ‘ | Walidate Numbers ‘

4. Enter the USDOT Number and TIN in the USDOT Number and Tax Identification Number (TIN) fields and click

Validate Numbers to create a company account. Click Clear to return to the dropdown list or click Cancel to
return to the Login Page.

A confirmation message will be displayed if the USDOT Number and TIN were found.

Create New Company Account

Do you have a valid USDOT number?

Please enter valid USDOT and Tax ID Numbers.

USDOT Mumber: 568532 v
Tax Identificagion Number (TIN): 56353232 v
| Cancel | | Clear Create Account | Message from webpage =]

Company Name: MINNEAPOLIS MOLDS USDOT Numb 4TI Numb cehed! I th . _
Address: £100 OLSON umper an ax umbpber matched: € Correct company 15

. displayed, click "Create Account”,
GOLDEN VALLEY, MN 55422-6100

Verify that the Company Name and Address are correct. If the Company Name and Address are not correct,
check the USDOT Number and TIN entered for accuracy.

Click OK on the confirmation message if the Company Name and Address are correct and click Create Account
on the Create New Company Account screen.
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Chapter 1 Welcome to K-TRIPS

Note: If you receive the following message, check the USDOT Number entered for accuracy. If you continue to
receive this message after verifying the USDOT Number entered is correct, contact the Kansas Permit Office to

receive log in credentials for access to your account.

Message from webpage

I_\ There is already an existing account for this USDOT number,

Note: If you selected No, you will click the Create Account button to go forward and will be allowed to set up
terminals, users, vehicles, and Escrow.

Note: KS Agency Users can update the account to include a USDOT Number and TIN at a later date if the company

acquires them.

The Create New Company Account - Company Information screen will be displayed.

Create New Company Account - Company Information
To create a new account, fill out the form below and click the Submit button. Required fields are marked with an *.

Name and Contact Physical Address
Company Name™: MINNEAPOLIS MOLDS Address™: 6100 OLSON

Company DBA: | City": |GOLDEN VALLEY

|
Phone™: @}ﬂ 0678 Ext. State™: |Minnesota e

Fax: (312))[45)-[o679] Ext| ] Zip Code™: |55422-6100
Email™: |jsm:lh4@truckmg.com | Mailing Address Same as physical
Permit Delivery Method™: Address 1% |
Login Information Address 2: | |

First Name™: |—| City™ \:’
Last Name™: I:l State™: [Select.. v|
Username™: |—| Zip Code™ l:|
Password™: I:I

Retype Password™: ’—|

Password Requirements Passwords are case sensitive

Retrieval Prompt Question: [ l

Login Email™:

Retrieval Response: | |

Submit

FIGURE 2: THE CREATE NEW COMPANY ACCOUNT - COMPANY INFORMATION SCREEN
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Chapter 1 Welcome to K-TRIPS

Note: Any available information from the Federal Motor Carrier Safety Administration (FMCSA) that corresponds

to the USDOT Number will be populated. Those fields marked with an asterisk (¥) must have a value entered.

Those that are grayed out were acquired from FMCSA and cannot be changed within K-TRIPS. This information
must be changed with FMCSA and synched with K-TRIPS by clicking the Synch with USDOT Data button on the
Company Information screen. For more information on synching with USDOT information that is updated with

FMCSA, see Table 2: Company Information Screen on page 32.

7. Select the Primary Delivery Method. The Primary Delivery Method is how permits will be delivered when

ordered. This will be your default delivery method. During the Order Permits Process the delivery method can

be changed for any permit.

Permit Delivery Method*:

Login Information

First Name=®:

Fax
Web
Email

Note: Web means that you will access your permits on the Company Dashboard when you log in to K-TRIPS.

8. Complete all known information and all required fields including the Username and Password. Passwords

must be at least 8 characters in length, have at least 1 lower-case and 1 upper-case letter, and include at least

1 number. The Login Information will allow you to log in to K-TRIPS.

9. Click the Same as physical link next to the Mailing Address heading to pre-populate the fields if the company’s

mailing address is the same as the physical address.
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10. Click the Submit button once all information has been entered.

Name and Contact
Company Name®: MINNEAPOLIS MOLDS

Create New Company Account - Company Information
To create a new account, fill out the form below and click the Submit button. Required fields are marked with an *.

Company DBA: l

I

Phone™: (612]) [54¢]- [0678] Ext.

Fa

. 2] 73] e |

*

Email*: Ijsmithd@irucking.com

Permit Delivery Method™ |Web Vv
Login Information
First Name™:
Last Name*: |Smith

Username*: |johnsmith4
Password™:

Retype Password*™:

1 —
o
=
3

Password Requirements Passwords are case sensitive

Login Email*: |jsmithd@trucking.com

Retrieval Prompt Question: IW hat is your dog's name?

Retrieval Response: lFido

Physical Address

Address™: 6100 OLSON
City*: |GOLDEN VALLEY
State™: |Minnesota v

Zip Code*: 55422-6100

Mailing Address Same as physical
Address 1*: [6100 OLSON |

Address 2: I |
City*: |[GOLDEN VALLEY
State™: |Minnesota V]

Zip Code™: [55422-6100

Note: The information entered will be validated to ensure all of the proper fields have been completed.

Note: If the password entered does not meet the minimum password requirements, you will receive the following
message after clicking Submit. Passwords must be at least 8 characters in length, have at least 1 lower-case and 1

upper-case letter, and include at least 1 number.

-
Message from webpage &

l_ Password Requirements:
i BN
Must be at least 8 characters in length.
Must have at least 1 lower-case letter.
Must have at least 1 upper- case letter.
Must have at least 1 number,
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11. Continue to build your company’s data by continuing through the subsequent screens or click the Home

button to return to the Login Page E Company Data can be established now or at a later time. Follows is a
brief overview of how to add Company Data. More detail is provided in Company Data on page 29.

The new account will be created.

The Create New Company Account - Terminals screen will be displayed.

, Terminals |

v| Edit

| Next Page |

Create New Company Account - Terminals

MNew

Note: Terminals are used if a company has multiple yard or terminal locations. This information is helpful when
reporting on the permit activity and being able to tell which terminal ordered which permits.

12. Click New to add a terminal location. Click Next Page to skip terminals or click the Home button to return to

13.

14.

the Login Page E

The Terminal Information screen will be displayed.

Create New Company Account - Terminals

|

Terminal Information ﬁ'

v| Edit || New

Terminal Nama®

Email: | |

Phone: q:l) |:|| | Ext.| |
Fax I Je[ ]

| Insert || Cancel |

Delivery®

Complete all fields for Terminal Information.

Click the Insert button to save the terminal information entered. Click the Cancel button to exit Terminal
Information and return to the Create New Company Account - Terminals screen without saving. Continue

adding terminals by clicking New each time until complete.

K-TRIPS Company User Guide



Chapter 1 Welcome to K-TRIPS

15. Click the Next Page button when finished adding terminals to continue to the Create New Company Account -

Users screen.

The Create New Company Account - Users screen will be displayed. This screen will display the user who set up

the company account in the dropdown list.

Create New Company Account - Users

| Next Page |

ﬁ Users [John Smith v| Edit |

16. Click Edit to review and complete the original user information or click New to add a new user. Click Next Page

to skip adding Users or click the Home button to return to the Login Page E

The User Information screen will be displayed if Edit or New were selected. The available fields vary depending

on the selected option.

Create New Company Account - Users

[John Smith v] Edit | [ New |gp

User Information

First Name®

Last Name*

| |
| |
Login*® | |
Email: | |

Phone: d:l} I:I» I:I Ext. I:I

Terminal:

Prompt Question:

Password”

|
|
Response: | |

Password Requirements Passwords are case sensitive

Retype Password®

User Type*

| Insert || Cancel |

o

Note: The user who set up the company account is defaulted to a User Type of Supervisor. A Supervisor User for a
company can see and edit all company information and Company Users’ information. A Company User that has a

User Type of User can only edit their information. All Company Users can order permits.
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17. Complete the User Information fields including the Prompt Question and Response. Without this information,
the system cannot assist you if you forget your password.

18. Click the Insert button to save the user information entered. Click the Cancel button to exit User Information
and return to the Create New Company Account - Users screen without saving. Continue adding users by
clicking New each time until complete.

19. Click the Next Page button when finished adding Users to continue to the Create New Company Account -
Vehicles screen.

The Create New Company Account - Vehicles screen will be displayed.

Create New Company Account - Vehicles

A v| Edit | | New '“
Vehicles ' )
GO to Login Now ] Setup Escrow Account
You can add individual vehicles now, add them later from the Company Information screen, or import them via uploading a spreadsheet using vehicle import

20. Add vehicles to your inventory to recall during the permit ordering process if desired. K-TRIPS also has a
Vehicle Import feature that allows you to upload a spreadsheet of your entire vehicle inventory so that you
don’t have to enter one at a time. See Vehicle Import on page 80 for more information. If you would like to
enter a vehicle, click New.

The Vehicle Information screen will be displayed.

Create New Company Account - Vehicles
e, [ v| Edit || New |@
Vehicles
Vehicle Information 7]
Unit Number® |
Vehicle Type: [select... v
Make™ | | Year® |
VIN® | |
Plate: | | State: |Se|ect.. hd
KS Registered GVW
Terminal: [ v|
Note: Multiple vehicles may also be added later by uploading a spreadsheet.
You can add individual vehicles now, add them later from the Company Information screen, or import them via uploading a spreadsheet using vehicle import.

21. Enter the vehicle information. See Table 6: Set Truck and Load Information on page 126 for a description of the
data to be entered.
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22. Click the Insert button to save the vehicle information entered. Click the Cancel button to exit Vehicle

Information and return to the Create New Company Account - Vehicles screen without saving. Continue
adding vehicles by clicking New each time until complete.

23. Set up an Escrow account or go to the Login Page. The money added to Escrow can be used to order permits

24.

25.

26.

in K-TRIPS. For this scenario, we will set up Escrow. Click Setup Escrow Account.

Go to Login Now ] | Setup Escrow Account

The Attest to Create New Escrow Account attest statement will be displayed.

Attest to Create New Escrow Account

[ 1 agree
| agree to the following terms and conditions required to purchase Kansas Permits using an escrow account:

+The Company will deposit with the Kansas Department of Revenue (KDOR), Central Permit, a minimum of $100 in an
escrow account.

*Allow Kansas Department of Revenue (KDOR!), Central Permit to draw funds from this account to pay for permit(s) issued.
*Each time a permit is issued the fee will be deducted from the escrow account.

+|f the escrow account reaches a zero balance, further permits will not be issued until the escrow account is replenished.
+In no case shall the balance in said account fall below a zero balance.

*The Company is responsible for monitoring the balance of their escrow account and must replenish funds as needed.

*Escrow Funds can be replenished using the on line credit card or ACH payment process (a convenience fee applies); or by
mailing a check with the escrow deposit form to KDOR, Central Permit.

*Returned checks will result in the loss of the privilege to use an escrow account.

*The Kansas Department of Revenue will not be held liable for the misuse of funds deposited in this escrow account.

| Create Escrow Account |

Read the attest statement. You will be able to add funds to your Escrow account after you log in to K-TRIPS.
Check I agree and click Create Escrow Account.

A confirmation message will be displayed.
Click the OK button.
You will be routed to the K-TRIPS Login Page.

Enter the Username and Password established during company setup. Check the box for Remember me on
this computer to have your computer remember your log in information.
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27. Click Submit.

Login Page

Welcome to the Kansas Truck Routing and Intelligent Permitting System (K-TRIP8)!

Please login below to order permits and manage your account.
If you do not have an account, you can create a new account.

Enter your username and password Help is provided throughout the system. A guestion mark icon (7 1s displayed

. #¥a field has a help message associated with it. Hovering over the icon

Username: l:l displays a brief explanation of the field; clicking on the icon will display a
. detailed help message.

Password I

| forgot my password. K-TRIPS User Tutorial Videos

[ Remember me on this computer

Security and Privacy Statements

Welcome to K-TRIPS!
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Navigating K-TRIPS

There are several useful tools to help you navigate K-TRIPS. These tools are located throughout the interface so
that you can access them from all applicable pages. The buttons available are dependent on the page you are on in
K-TRIPS.

N 0 B 4 Click to.-
% GHATIUIVE)
—d ONLINE

FIGURE 3: THE K-TRIPS NAVIGATION BAR

HOME PAGE
Click the Home button to navigate to the Home Page or Company Dashboard.

A R

Return to Dashboard ]

PERMIT WIZARD

Click the Permit Wizard button to initiate the Permit Wizard. The Permit Wizard poses a series of questions to help
determine the permit that best fits your needs for the load you are hauling. The text and images for the Permit
Wizard are populated by both the vendor and KDOT.

PERMIT NOTES
Click the Permit Notes button to add or view any notes for a permit application. Company and KS Agency Users

can add and view notes for the permit application. If there is a previously added note, there will be an envelope on
the Permit Notes button letting the user know there is a note waiting.

Nl A I s

i View Motes i
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PERMIT DOCUMENTS

Click the Permit Documents button to add or review any documents for a permit application. Company and KS
Agency Users can add or view documents. To add a document it must already be saved to your computer. You can
browse your computer files to locate the document, select it, and then upload it to K-TRIPS. You can select a
document type from the dropdown list to better identify the type of document being added such as a Vehicle VIN
Verification, Title or Previous Registration, and Loading Diagram. You can also add a note to give any explanation
needed for the document.

' Permi Permi Click to...
Notes Documents @ SELSTLLIZ
A ONLINE

View Docs

LIVE CHAT

Live Chat is available to communicate online with K-TRIPS Live Chat Support Specialists. Live Chat is only available
when K-TRIPS Live Chat Support Specialists are logged in to accept chats. If Live Chat is not available, the Live Chat
button will not display in the Navigation Bar. Customer Users can additionally request a Support Call Back. For
more information on Live Chat, see Live Chat Log In on page 100.

P Hermi Hermi
Notes Documents

REQUEST SUPPORT CALL BACK

To request a Call Back, click the Request Support Call Back button and the K-TRIPS Support Call Back Request
screen will be displayed. To complete the form, enter a name, phone number, email address, and a message
stating what assistance is needed from support. When the form is completed and all information is entered, click
the Request Call Back button. The message will be sent to a Support Call Queue. Messages will be answered
within 1 business day and during normal Permit Office business hours.

i.l] m @ of- | -
GHATANVE] § B SUFRORT
Notes Documents » - — erdEny
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PAGE HELP

Click the Page Help button in the K-TRIPS Navigation Bar to access Page Help for the page you are currently

on in K-TRIPS.
W e e o 57 FAC
.-_4 GNLINE
\
[ Get Help for this Page }

FREQUENTLY ASKED QUESTIONS
K-TRIPS provides a section for frequently asked questions and answers for both Company and KS Agency Users.

Click the FAQ button to access the FAQ And Answers screen.
0 0 0 Click to..
GHATANVE | R
Frequently Asked Questions ]

LoG OuT
Click the Log Out button to log out of K-TRIPS.

»L-d DNLINE

e 123 s

USER GUIDE
Click the Guide button to access a PDF of the KS Company User Guide.
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K-TRIPS USER TUTORIAL VIDEOS
Click the K-TRIPS User Tutorial Videos link on the Login Page to view helpful information for navigating K-TRIPS.

This link will provide

access to help items such as tutorial videos and transcripts, Permit Office contact information,

a User Guide, and a Permit Price Sheet.

Login Page

Username:
Password:

I forgot my password

Welcome to the Kansas Truck Routing and Intelligent Permitting System (K-TRIPS)!

Please login below fo order permits and manage your account
If you do not have an account, you can create a new account.

Enter your username and password

I Remember me on this computer

Security and Privacy Statements

Help is provided throughout the system. A question mark icon L] is displayed

if a field has a help message associated with it Hovering over the icon
l:l displays a brief explanation of the field; clicking on the icon will display a

I:l detailed help message.
K-TRIPS User Tutorial Videos /

SECTION HELP

K-TRIPS contains Section Help icons that can be hovered over to present the user with useful text for

explanation. The Section Help icons can also be clicked to open a pop-up window to display help for the

current page of the system.

%F' 123: Use the drop down menu to select peight v
the permit type you need.

2016

Cancel

Save and Exit Next

Note: Not all Section

Help icons have the click Page Help option. Some, such as those on the Special Items

page in the permit application process, are hover only.

BACK

Throughout the interface when the Back button is an option, click the Back button to go back one page rather than

using the back arrow

—
"R

% .
e’ in your browser.

q Save and Exit Mext Delete Permit
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SAVE AND EXIT
Click the Save and Exit button to save progress in a permit application and exit the current process.

Back _;. Next | | Delete Permit

NEXT
Click the Next button to move to the next page of the current process.

Back Save and Exit q Delete Permit

DELETE PERMIT
Click the Delete Permit button to delete a permit application.

Back Save and Exit Next q

CANCEL
Click the Cancel button to close without saving. This will not delete the permit application in most circumstances.

One exception to this is on the Order Permits screen where the Permit Type is selected. Clicking Cancel from this
page will delete the permit application because it has not created a Permit ID.

-; Save and Exit Next

PERMIT ID
Once a permit application proceeds past selecting a Permit Type, the screens that follow will display the company

name and Permit ID number as a reference for the user to identify the company and Permit ID that is being
worked.

Order Permits

ProMiles
Use the form below to fill in truck and load information. Permit ID: 19434
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EXPAND/COLLAPSE

On the Enter a Route screen you can Expand and Collapse the Enter Trip Panel to display or hide your routing
points. To edit your route, expand the panel to change any of your routing points. The expand and collapse feature
is available whenever the Expand/Collapse Chevron icons are displayed throughout the system.

= >S5

Enter Trip

Origin | Address v

Address City Zip

| | [ABBYVILLE v I:l
Via Points

Destination |Address v|
Address City Zip
| [aEEvviLLE v] |:|
FIGURE 4: COLLAPSE BOX TO HIDE FIGURE 5: EXPAND BOX TO EDIT

VALIDATE AND RUN

Click the Validate and Run button to generate a route based on your Origin and Destination choices. This option is
also used when you change your Route Points, Origin, or Destination.

Validate and Run

Radio Button

Radio Buttons are used throughout K-TRIPS. A radio button, or option button, is a type of graphical user interface
element that allows the user to choose one of a predefined set of options. Only one radio button can be chosen for
each selection. In the example, the Issue Date radio button is selected. To select a radio button, click in the circle.

@ Issue Date O Start Date O End Date
CMmend Date O Create Date O Approval Date
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MATCH MIDDLE

Throughout K-TRIPS there are search options for performing different functions. Once you have selected the
search criteria, K-TRIPS will provide a list of possible matches as you type. If you would like to match any part of
your search, check the box for Match middle. In the example we checked Match middle and searched for all
company names with “haul” included in the name. K-TRIPS provided a list of 103 Records Found as possible
matches.

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

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

& Search By: [Company Name | |hau\ ‘ ¥ Match middle

Records Found: 100

DOT Name Address City State Phone
2172643 ACE HEAVY HAUL LLC 39 E MAIN STREET STE 200 MOORESTOWN NJ 856-996-1060
2353788 ANDYS HEAVY HAUL LLC 16680 SWEET RD PEYTON cOo 719-314-7528

CALENDAR SELECTIONS

Throughout K-TRIPS, clicking in a From or To field for a date selection will result in a calendar display. To select the
date you would like to use, click the appropriate date on the calendar. In most cases, such as in Reports, you
cannot type in the date. The exception to this is on the Order Permits screen where the Permit Type is selected
and on the Renew Permits screen when renewing Annual Permits. On these pages you can type in the beginning
date for the permit application in a MM/DD/YYYY format.

July 2016 [}

Su Mo Tu We Th Fr Sa

19| 20| 21 22| 23
24 25 26 27 28 29 30
31

PERMIT PDF

From Permit Details and/or the Customer Dashboard, the user can view the Permit PDF. Click the Permit PDF icon
or Permit Number hyperlink to view a copy of the permit. The Permit PDF can be printed and/or saved. Once the
permit has been issued, the Permit PDF can be printed on the Customer Dashboard, until it expires.

i

yo
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MAP LAYERS
1

K-TRIPS offers three (3) features to aid in creating permit routes. Click the Layers icon L—J located in the top right

corner of the Trip Results Panel to access these features.

e The On-System checkbox turns the green highlighted roads on and off. When the box is checked,
Kansas state maintained roads are designated on the map with green highlights.

e The KS Districts checkbox turns the multi-colored highlights and numbers on and off. When the box is
checked, the Kansas district boundaries are designated on the map with multi-colored highlights and
numbers.

e The Restrictions checkbox turns the red highlighted areas that contain restrictions on and off. When
the box is checked, restrictions are designated on the map with red highlights.

(® Roads

v On-System
[] KS Districts
[ Restrictions

TRAVEL ON STATE MAINTAINED ROADS

Roads approved for OS/OW travel are called state maintained roads. If you select a location that is not on a state
maintained road, the system will prompt you to pick another location and will display all state maintained roads
highlighted green to aid in your selection. You must zoom in very close for the map to display separate directions
of travel on divided highways. Be sure to pick the proper direction of travel when selecting routes on divided
highways.
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[ FORGOT MY PASSWORD

On the Login Page, a user can request their password be sent to them if they have forgotten the password. Click
the | forgot my password link on the Login Page. Enter your username in the empty field and click Display Security
Prompt. The system will display your security question and give you the opportunity to enter your security
question answer. After entering the correct answer, click Send Me My Password. K-TRIPS will send the password
to the email on file for that username.

Note: The password prompt question, the prompt response, and email address are necessary to enable the Forgot
Password function. Entering the prompt question, prompt response, and email address can be completed initially
when setting up the user, or it can be added later to the user information accessed in Company Data.

Login Page

Welcome to the Kansas Truck Routing and Intelligent Permitting System (K-TRIPS)!

Please login below to order permits and manage your account.
If you do not have an account, you can create a new account.

Enter your usemname and password Help is provided throughout the system. A question mark icon @ is displayed
if a field has a help message associated with it. Hovering over the icon

Username: l:l displays a brief explanation of the field; clicking on the icon will display a
Password: l:l detailed help message.
| forgot m)@assword K-TRIP § User Tutorial Videos

[JRemember me on this computer

Security and Privacy Statements

Forgotten password retrieval. %

User Name:

k.ayers ‘

Display Security Prompt H Close |

Enter user (login) name and press the display button to see
your security prompt.

Forgotten password retrieval. x

name of system ‘ K-TRIPS

Send Me My Password H Close ‘
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Note: If there was a problem retrieving your password the following screen will be displayed.

Forgotten password retrieval. x

|

There was a problem retrieving your password. Please contact
the Kansas Department of Transportation Central Permitting
Office at 785-368-6501.

K-TRIPS MOBILE

Customer Users can utilize functionality such as copying and self-issuing permits, generating routes, and paying for
permits from a mobile device. To access K-TRIPS Mobile, enter www.k-trips.com into the device’s mobile browser.
Users will automatically be directed to the mobile version of K-TRIPS. Click the Full Site link at the bottom of the
page to access the full site. To access K-TRIPS Mobile from a device that is not mobile, enter www.k-

trips.com/mobile into the web browser.
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The Company Dashboard, also the Home Page, is the primary screen for beginning new permits and routes within
K-TRIPS. It is also where you can search permits and store company information including users, terminals, and
vehicle inventory to assist in permit ordering and reporting.

The Company Dashboard is broken into six (6) main parts.

e  Administrative Panel

e  Customer Support Panel
e  Permits Panel

e Shopping Cart Panel

e Messages Panel

e  Statistics Panel

TruckingKS

Renew Annual Permits

Company Dashboard

Bid Route
Company Data
Reports Permits issued and permits requiring further processing.
Annual permit Route ) NewPemit show: @ Reflesh @ Search Permits @@
Escrow PormitNolD_ Type ; Status Action ges @
Vehicle Import 325050 Qverdimension Oversize and/or Overweight No Payment  Select..
. ~ 314851 Overdimension Superload Unfinished Select. + No new messages.
HCRRINg CAIL (o] Bartniia 312624 Overdmension Oversize andlor Overweight Unfinished __ Select.. _
312821 Overdimension Cversize andior Overweight Unfinished Select. Statistics L
312820 Overdimension Oversize and/or Overweight Unfinished Select... 2% Refresh
&S
312799 Overdimension Oversize and/or Overweight Unfinished Select.

303675 QOverdimension Oversize and/or Overweight Unfinished Select . Permitzizsued Today: 0

6 w L 300716 Overdimension Oversize and/or Overweight Unfinished Select Permits Self-Issued Today: 0
= T OMINE 300704 Overdimension Oversize and/or Overweight Unfinished Select. Escrow Balance $0.00
i 300694 Harvest Or ion Unfinished Select.
295258 Overdimension Oversize andior Overweight Unfinished Selact.
292873 Hay - Annual Hay Unfinished Select.
286671 Fuel & R 3 Day Permit No Payment  Select.
285555 QOverdimension Oversize and/or Overweight Unfinished Select..
285420 Government Oversize and/or Overweight Unfinished Select.
284053 Qverdimension Large Structure Unfinished Select...
283188 Fuel & Registration 3 Day Permit NoPayment  Select
282922 QOverdimension Oversize and/or Overweight Unfinished Selact
282145 Fuel 24 Hour Unfinished Select.
282118 Qverdimension Oversize and/or Overweight Unfinished Selact .
282077 Overdimension Oversize and/or Overweight No Payment  Select.
281651 QOverdimension Oversize and/or Overweight Unfinished Select .
279626 Overdimension Oversize and/or Overweight Unfinished Select
279623 QOverdimension Poles, Beams and Girders Unfinished Select.
279621 Qverdimension Oversize and/or Overweight Unfinished Selact.

Show: |25 Records v

FIGURE 6: THE COMPANY DASHBOARD
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ADMINISTRATIVE PANEL

The Administrative Panel allows each company to access functionality such as defining and altering their account
information, running reports, funding Escrow, renewing Annual Permits, importing vehicle inventory, and
obtaining routes for Annual Permits and for quoting loads. Permit Services can additionally set up new companies
from the Administrative Panel.

Renew Annual Permits
Bid Route

Company Data
Reports

Annual Permit Route
Escrow

Vehicle Import

Shopping Cart (0) Permits

FIGURE 7: THE COMPANY ADMINISTRATIVE PANEL

Renew Annual Permits
Bid Route

Company Data

Reports

Annual Permit Route
Escrow

Vehicle Import

Shopping Cart (2) Permits

New Company

FIGURE 8: THE PERMIT SERVICE ADMINISTRATIVE PANEL
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TABLE 1: THE ADMINISTRATIVE PANEL

Element Function

Renew Annual Permits Allows companies to search for Annual Permits by Permit Type and expiration
date and renew multiple permits at once

Bid Route Allows a route to be generated without actually submitting an application to K-
TRIPS. This feature is provided as a service for quoting loads.

Company Data Opens the Company Information screen

Reports Allows companies to view and print various reports

Annual Permit Route Allows companies to obtain a K-TRIPS approved route for an active Annual
Permit

Escrow Displays an Escrow transaction list, allows for deposits to Escrow with a credit

card, allows for reports to be printed, and allows for the setup of Escrow

Vehicle Import Allows companies to upload a spreadsheet of their vehicle inventory to avoid
individual entry

Shopping Cart Permits Allows customers to purchase or print approved permits

New Company Allows Permit Services to set up a new company in K-TRIPS. See To Create a
New Company as a Permit Service on page 140 for more information.
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RENEW ANNUAL PERMITS

The Renew Annual Permits feature allows you to search for Annual Permits by Permit Type and expiration date,
and renew multiple permits at once. Permits with an incomplete VIN will not be displayed on the Renew Permits
screen. Permits with incomplete VINs or a VIN that does not validate must be ordered as a new permit. If a VIN
fails validation, users will need to update the vehicle information in the vehicle inventory. For more information,
see To Edit an Existing Vehicle on page 61.

To RENEW ANNUAL PERMITS

1. Click the Renew Annual Permits link in the Administrative Panel on the Company Dashboard.

Renew Annual Permits @
Bid Route

Company Data

Reports

Annual Permit Route

Escrow

Vehicle Import

Shopping Cart (0) Permits

The Renew Permits screen will be displayed.

Renew Permits @
Selection criteria for renewable permits.

Select Permit Type to Renew:

[Select... v

Enter range of permit expiration dates to search:

Permits with an incomplete VIN are not displayed on this renewal page. Permits with incomplete VINs or a VIN that does not validate must be ordered as a new permit.
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2. Select the Annual Permit Type to renew from the Select Permit Type to Renew dropdown list.

For this example, we will search for Annual Cotton permits.

Renew Permits @
Selection criteria for renewable permits.

Select Permit Type to Renew:

Annual Cotton

Annual Farm Implement Dealer
Annual Ocean Container [} j
Annual Oil Service Rig

Annual Oversize and/or Overweight
Annual Oversize Only

Annual Special Vehicle Combination hn th
Annual SVC Company Fee

Annual Tow Truck

Government Annual Oversize Only

Government Oversize and/or Overweight Annual
Hay - Annual Hay

Hay - Five Year Hay

KTA Access Annual

3. Enter the date range of the permit expiration dates by clicking in the From Date and To Date fields and
selecting a date from the calendar. You can also type in the dates in a MM/DD/YYYY format.

4. Click Search Permits.
A list of permits that fit your search criteria will be displayed.

Note: If the permit that is being renewed has not expired, the Start Date will default to the day after the existing

permit’s expiration date. If the permit has expired, the Start Date will default to today’s date. The Start Date can
be changed to a later date.

Renew Permits @
Selection criteria for renewable permits.

Select Permit Type to Renew:

[Annual Ocean Container v

Enter range of permit expiration dates to search:

From Date: |05/15/2017 To Date: (05/29/2017
Renew Selected Permits

Permits with an incomplete VIN are not displayed on this renewal page. Permits with incomplete VINs or a VIN that does not validate must be ordered as a new permit.

[]an Permit No Expiration VIN Unit No License St Start Date
[] 16034289 5/23/2017 1HSHKAZRORH582367 [1009 | [55A86D | [MO V| [51242017 |
[] 16034288 6/23/2017 1FUJAGAVDELU13244 [10 | [46aRTZ | (MO V] [5r24/2017 |

5. Update any allowed fields.

6. Check the box beside the permits to renew or check All to renew all permits in the list.

7. Click Renew Selected Permits.
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A message will display confirming that the renewed permit(s) have been added to your Shopping Cart.

The renewals for Permits 16034289 and 16034288 have been added to the shopping cart.

Start Date

| [MO V| 52472017 |

[ all Permit No Expiration VIN Unit No License
16034285 5/23/2017 1HSHKAZRORHS32357 |1DDB | |55ASED
[ 16034285 5/23/2017 1FUJABAVOGLU13244 |1D | |46AR?Z

| [MO v| (512472017 |

8. Click the Home button to return to the Company Dashboard E

Note: Please see Shopping Cart on page 85 for information on purchasing permits from the Shopping Cart.
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BID ROUTE

The Bid Route interface allows a user to enter dimensions for a vehicle and load to create a route without
submitting a permit application to K-TRIPS. This feature is provided as a service to companies for quoting loads. A
valid permit and route will be required for travel. The suggested route should not be used in place of a permit. This
tool is for quoting purposes only.

Note: Be aware when using Bid Route that axle spacings are not taken into consideration for routing. Any route
suggested in Bid Route is subject to change if the Permit Type requires axle spacings, or if a Bridge Analysis is
required.

To Use BID ROUTE

1. Click the Bid Route link in the Administrative Panel on the Company Dashboard.

Renew Annual Permits
Bid Route '{b
Company Data

Reports

Annual Permit Route
Escrow

Vehicle Import

Shopping Cart (0) Permits

The Bid Route: Enter Load Dimensions screen will be displayed.

2. Enter your load dimensions into the appropriate fields using numbers only. If there are no inches for a
parameter, leave the field blank. Do not enter zero as a dimension.

Bid Route: Enter Load Dimensions
& To begin your Bid Route, please enter the dimensions of your truck and load.

Bid Route: Truck Dimensions
Enter the dimensions you wish o use:

Dimensions

Length: [75 |t | in.
Width: |9 it | in.
Height [14 |t | lin.
GVW  |80000 llbs

Note: All fields for dimensions can be left blank. Leaving these fields blank will assume that all dimensions are legal

or below legal dimensional guidelines.
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3. Click Next to continue.

The Enter a Route screen will be displayed.

Enter a Route

4| Enter Trip For This Permit

Load Saved Trip: (7]

Origin Use the form to the left to enter a trip that the truck(s) will use for this permit
Address City Zip You have 7 options for entering your origin and destination locations.
I:l |:| » An address - Enter the street number, street, city and/or zip code

The intersection of two streets — Enter each of the streets and the city of the
Via Points intersection location. The map will zoom into the intersection and may have several

location markers for you to select from; K-TRIPS produces turn-by-turn directions so

Destination choose the marker that best represents your location.

« Border crossings — If you are entering from another state or leaving Kansas, select your
Address city Zip highway and the nearest city to where you will cross the state line

« Lat/Lon/Map — If you have the geocode for your location, you may enter it. Example:
L 1 ] 30069953, -05.703458. You can also click Find after selecting Lat/Lon/Map to click a

location on the map.

Road & Mile Marker — Enter the road, mile marker and direction of travel.

Landmark — Select from a dropdown of KS landmark locations.

Crossing State Road — List the road name, text description of the location, direction of
travel and district for the crossing. This option is primarily used for loads that are
traveling off system but must cross a state road.

Validate and Run

Add Split Trip g

You have the option to enter via points for your route_

+ Highway — Enter a single highway or a series of highways you would prefer to travel on
your trip.

+ Find on Map - Click on “Select on Map” to open the map and select your highway via
points.

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.

4. Proceed to enter a trip as described in Chapter 3 Generating a Route on page 143.
5. Click Validate and Run and review your trip results once your trip points are entered.

6. Click the Expand Chevron icon in the Enter Trip Panel and change the Origin or Destination points, or add one
or more Via Points if the trip needs to be revised.

7. Once satisfied with the trip results, click the Return to Dashboard link above the map or click the Home

button to return to the Company Dashboard ﬁ
Note: For all routing options see Chapter 3 Generating a Route on page 143.

Note: New information will not be saved if the user clicks the Back button.

29 K-TRIPS Company User Guide



Chapter 2 The Company Dashboard

CoMPANY DATA

The Company Data link opens the Company Information screen that contains all of the company information. This
screen is partially populated from the information entered when the account was created. If the information
displayed is acquired from the USDOT Data, it cannot be changed. It must be updated with the USDOT Number and
synched in K-TRIPS by clicking the Synch with USDOT Data button. Other information can be added for use when
ordering permits.

The Company Information screen is a place for users with the proper permissions to add, edit, and delete items
from your Company Assets. Here you can add contacts and addresses, designate terminals, add users that can
order permits, and maintain the vehicle inventory for your company.

To Access COMPANY DATA

1. Click the Company Data link in the Administrative Panel on the Company Dashboard.

Renew Annual Permits
Bid Route

Company Data {E'}
Reports

Annual Permit Route
Escrow

Vehicle Import

Shopping Cart (0) Permits
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The Company Information screen will be displayed.

Company™

DBA*

Phone™

Fax

Email*

USDOT Mumber
TIN Mumber

K-TRIPS Company Management Portal

Company Information

ProMiles Test 1

|Pr0h-'1i|es Test1

(40¢)) [55E- [1212] Ext
(40¢) [55- [1212] Ext

|k.ayer5@promiles.com

606056
HH-XKHKBE2

Delivery Method: |Web Download v|

Escrow contract on file? Yes

Escrow Balance: $6959.74

Synch with USDOT Data | v | Update | | Close |

Company Assets

b4 Contacts

b4 Addresses

, Terminals

ﬁ Users
(LS Vehicles

[John Boehner v| Edit
|Physical v| Edit
[PORT ARTHUR v| Edit
[Korri Ayers v| Edit

[107 SAF-T-LINER MVP 2( v| Edit

| (e
|

| Coew |
| Coew

|

¥

L R R )

L[b

FIGURE 9: COMPANY DATA

Note: It is not mandatory to add information to the data fields. This capability has been provided as an aid to the
customer to save time when applying for permits and to provide better reporting capabilities. The Company Assets

consist of contacts, addresses, terminals, users, and vehicles. See Table 2: Company Information Screen on page 32

for more information about the fields encountered on this screen.

2. Click the Home button to return to the Company Dashboard ﬁ
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TABLE 2: COMPANY INFORMATION SCREEN

Element Function

Company The official company name

DBA The company’s DBA (Doing Business As) name if applicable

Phone The primary contact phone number for the company

Fax The primary fax number for the company

Email The primary email address for the company

USDOT Number The company’s United States Department of Transportation Number (if the

company has one). A KS Agency User can add a USDOT Number for a company
account at a later date if the company acquires a USDOT Number.

TIN Number The Tax Identification Number associated to the company. A KS Agency User can
add a TIN Number for a company account at a later date if the company acquires a
TIN Number.

Delivery Method The company’s default delivery method to be used for issued permits. The

delivery method can be changed from the default delivery method when ordering
a permit.

Note: Regardless of the delivery method, all issued permits can be accessed from
the Permits Panel on the Company Dashboard.

Email Permits will be emailed to the email address on
file.
Web Download Permits will be downloaded by the company. These

and all other issued permits can be accessed from
the Permits Panel on the Company Dashboard.

Fax Permits will be faxed to the fax number on file.
Escrow contract on file? Specifies if a company has setup Escrow and checked and accepted the attest
statement
Escrow Balance The company’s Escrow balance
Synch with USDOT Data If the company information has been updated with FMCSA, click to update the

data in K-TRIPS.

Update Click to save any edited or updated information on the Company Information
screen.
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TABLE 2: COMPANY INFORMATION SCREEN

Element Function

Close Click to close the Company Information screen. Any new information not saved by
clicking the Update button will be lost.

Contacts List of contacts for the company. A contact must be set up as a user to order
permits. A Supervisor User has the ability to add, edit, and delete contacts for the
company.

Addresses List of the mailing and physical address information for the company. A Supervisor
User has the ability to edit addresses for the company if they are not acquired
from FMCSA and synched with the USDOT Number.

Terminals List of operating units for the company. A Supervisor User has the ability to add,
edit, and delete terminals for the company.

Users Contact information for Company Users. Users are able to order permits through
K-TRIPS. Company Users can be added with a User Type of User or Supervisor
User. A Supervisor User has the ability to add, edit, and delete users for the
company. A Company User with the User Type of User will be able to order
permits but will have not have access to certain functionality in K-TRIPS such as
Company Data.

Vehicles List of the company’s vehicle inventory used to populate information on the
permit application. A Supervisor User has the ability to add, edit, and delete
vehicles for the company.
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CONTACTS

Any person that may need to be contacted by KDOT at any step of the permitting process should be added into the

system as a Contact.

Note: Entering a Contact into the system does not give that person the ability to log in to K-TRIPS. Each Contact

must be set up as a user to log in to K-TRIPS and order permits.

To ApDD A NEW CONTACT

1. Click the Company Data link in the Administrative Panel on the Company Dashboard.

Renew Annual Permits
Bid Route

Company Data

Reports {b
Annual Permit Route
Escrow

Vehicle Import

Shopping Cart (0) Permits

2. Click New to the right of Contacts.

Company Assets

[John Boehner v| Edit |

[Physical v| Edit |
[PORT ARTHUR ~| Edit | [ New |

[Korri Ayers V| Edit |
[107 SAF-T-LINER MvP 2( V| Edit | [ New |

e o0 o0

The Contact Information screen will be displayed.

Contact Information

Contact Type:

First Name* | |

Last Name® | |

Email: |

Phone: d:l) |:|| | Ex‘t.| |
Terminal: |Select... V|

| Insert H Cancel ‘
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3. Enter the appropriate data for the contact you are adding. A Business Contact would be someone to contact
for finance questions or company information, and a Permitting Contact would be someone who will be
familiar with permits ordered through K-TRIPS. If uncertain, make the Contact Type: Permitting.

Contact Information (7]

Contact Type:

First Name® |Samantha |

Last Name* |.Jc|hn50n |

Email: |sjﬂhnscn@promiles_c0m
Phone: (300 ) 524 |- 3588 | Ext.| 1269 |
Terminal: |PORT ARTHUR /|

| Insert || Cancel |

4. Click Insert to save the new contact or click Cancel to exit the Contact Information screen and return to the

Company Information screen without saving the new contact.

5. Click the Home button to return to the Company Dashboard E
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To EDIT AN EXISTING CONTACT

1. Click the Company Data link in the Administrative Panel on the Company Dashboard.

Renew Annual Permits
Bid Route

Company Data @
Reports

Annual Permit Route
Escrow

Vehicle Import

Shopping Cart (0) Permits

2. Choose the contact to be edited from the Contacts dropdown list.

Company Assets )
i< Contacts -
Samantha Johnson
i Addresses Kie;t AL % EI “
@ Terminals [PORT ARTHUR v Edit | o
& Users |Korri Ayers v| Edit | 7Y
e, Vehicles | [107 SAF-T-LINER MVP 20 | Edit | ‘) e
3. Click Edit to the right of Contacts.
Company Assets )
&4 Contacts [Samantha Johnson v| Edit 7| New 7Y
54 Addresses | |Physical v| Edit | o
® Terminals [PORT ARTHUR v[ Edit | o
£} Users [Korri Ayers v| Edit | o
e, Vehicles | [107 SAF-T-LINER MVP 20 V[ Edit | 4 @
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The Contact Information screen will be displayed.

Contact Type:

First Mame*® |Samantha |

Last Mame* |J0hn50n |

Contact Information ﬁ

Email: |sjﬂhn50n@promiles.com
Phone: (80C|)|824]- |8588| Ext.| 1269 |
Terminal:  |PORT ARTHUR V|

Update | | Delete || Cancel |

4. Change the information for the contact as needed.

Contact Type:

First Name™® |Samantha |

Last Mame* |John5-:m |

Contact Information (7]

Email: |sjohn50n@promiles.com
Phone: (80c|) [824)- [8588| Ext.| 1465
Terminal: |PORT ARTHUR V|

| Update | | Delete || Cancel |

5. Click Update to save the changes or click Cancel to exit the Contact Information screen and return to the

Company Information screen without saving changes.

6. Click the Home button to return to the Company Dashboard ﬁ
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To DELETE A CONTACT

1. Click the Company Data link in the Administrative Panel on the Company Dashboard.

Renew Annual Permits
Bid Route

Company Data

Reports @
Annual Permit Route
Escrow

Vehicle Import

Shopping Cart (0) Permits

2. Choose the contact to be deleted from the Contacts dropdown list.

Company Assets u
@
Samantha Johnson
Kt Vo s En o
[PORT ARTHUR v| Edit | @
[Korri Ayers v| Edit | w
[107 SAF-T-LINER MVP 2 V[ Edit | 4 e
3. Click Edit to the right of Contacts.
Company Assets “
[Samantha Johnson ~| Edit New (7]
[Physical v| Edit | o
[PORT ARTHUR | it | P
[Korri Ayers ~| Edit | (7]
[107 SAF-T-LINER MVP 2( | Edit | 4 @
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4.

5. Click the Home button to return to the Company Dashboard ﬁ

The Contact Information screen will be displayed.

Contact Information

Contact Type:

First Name® |Samantha |

Last Mame* | Johnson |

Email: |sjohnsor|@pr0mi|es.c0m
Phone: (soc))[s24] [8588] Ext[ 1465 |
Terminal:  [PORT ARTHUR V|

Update | | Delete || Cancel |

Click Delete to delete the contact or click Cancel to exit the Contact Information screen and return to the

Company information screen without deleting the contact.
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ADDRESSES

The mailing and physical address information is stored in K-TRIPS for the company. You cannot add or delete an
address, but can edit the mailing and physical addresses unless the physical address is associated to the USDOT
Number. USDOT information must first be updated with FMCSA and then synched with K-TRIPS by clicking the
Synch with USDOT Data button on the Company Information screen.

To EDIT AN EXISTING ADDRESS

1. Click the Company Data link in the Administrative Panel on the Company Dashboard.

Renew Annual Permits
Bid Route

Company Data

Reports {b
Annual Permit Route
Escrow

Vehicle Import

Shopping Cart (0) Permits

2. Choose the address to be edited from the Addresses dropdown list.

Company Assets “
[John Boehner v Edit | o
o
@ Terminals [PORT ARTHUR " Edit | [ New | @
[Korri Ayers v| Edit | o
[107 SAF T LINER MVP 2( V| Edit | 4 e
3. Click Edit to the right of Addresses.
Company Assets o
[John Boehner v| Edit | ww
[Mailing v[ Edit @
[PORT ARTHUR ~| Edit | [ New | @
[Korri Ayers v| Edit | 7
107 SAF-T-LINER MVP 20 v [ Edit | ‘) @

40 K-TRIPS Company User Guide



Chapter 2 The Company Dashboard

The Address Information screen will be displayed.

Address Information

Type* Mailing

Address 1* |1200 Texas Ave

Address 2- |

City* | Bridge City

State® Zip*  |77611

| Update || Cancel |

4. Change the information for the address as needed.

Address Information

Type* Mailing

Address 17 |1900 West Texas Ave
Address 2 |

City* |Bridge City

State* Zip*  [77611

| Update || Cancel |

5. Click Update to save the changes or click Cancel to exit the Address Information screen and return to the

Company Information screen without saving changes.

6. Click the Home button to return to the Company Dashboard ﬁ
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TERMINALS

Some companies divide their operations into separate operating units. These operating units may be called yards,
divisions, terminals, or another preferred terminology. K-TRIPS allows companies to divide their fleet into separate
operating units and uses the term Terminals to define these. Vehicles, contacts, and users can be assigned to a
terminal. Permits requested for these vehicles will be assigned to the vehicle’s terminal. For some companies, this
capability facilitates searching for permits and reporting on permitting operations. This terminal capability is
provided by Kansas as a service to its companies and is optional.

To ADD A NEW TERMINAL

1. Click the Company Data link in the Administrative Panel on the Company Dashboard.

Renew Annual Permits
Bid Route

Company Data

Reports @
Annual Permit Route
Escrow

Vehicle Import

Shopping Cart (0) Permits

2. Click New to the right of Terminals.

Company Assets

@
2 Contacts [John Boehner v/ Edit | @
54 Addresses | |Physical v| Edit | 7]
@ Terminals [PORT ARTHUR v| Edit | o
& users [Korri Ayers v/ Edit | @
@eaar, Vehicles | [107 SAF-T-LINER MVP 2 | Edit | Y @
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The Terminal Information screen will be displayed.

Terminal Information

Terminal Name*

‘ Insert H Cancel ‘

Email: ‘ ‘
Phone: d M H ‘ Ext. ‘ ‘

O e[

Delivery®

3. Enter the appropriate data for the terminal you are adding, and select a default delivery method for permits.

Terminal Information

o

OCEAN TERMINAL

Terminal Name*®

Email: |csmith@gmail.c0m

Phone: (1039 |) 156 |- [5578 | Ext. | |
Fax: (103 |) 156 |- [5579 | Ext. | |
Delivery*

| Insert || Cancel |

4. Click Insert to save the new terminal or click Cancel to exit the Terminal Information screen and return to the

Company Information screen without saving the new terminal.

5. Click the Home button to return to the Company Dashboard ﬁ
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To EDIT AN EXISTING TERMINAL

1.

2.

3.

Click the Company Data link in the Administrative Panel on the Company Dashboard.

Renew Annual Permits
Bid Route

Company Data

Reports {n}
Annual Permit Route
Escrow

Vehicle Import

Shopping Cart (0) Permits

Choose the terminal to be edited from the Terminals dropdown list.

Company Assets

P
&3 Contacts [John Boshner v/ Edit | @
&4 Addresses | |Physical v| Edit | @
9 Tomina o
(3 users [Korri Ayers v| Edit | @
@i, Vehicles | [107 SAF-T-LINER MVP 2( V[ Edit | 4 e

Click Edit to the right of Terminals.

Company Assets @
&4 Contacts [John Boehner v Edit | @} P
&4 Addresses | [Physical v| Edit | Y
@ Terminals [OCEAN TERMINAL v| Edit || New 9
ﬁ Users [Korri Ayers v| Edit | «
@i, Vehicles | [107 SAF-TLINER MVP 20 v Edit | 4 e
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The Terminal Information screen will be displayed.

Terminal Information ﬁ'

OCEAN TERMINAL |

Terminal Name*®

Email: |csmilh@gmai|.com |

Phone: (40¢]) [45€]- [6578] Ext.| |
Fax: (409]) [45€]- [6579] Ext.| |
Delivery™

Update | | Delete H Cancel |

4. Change the information for the terminal as needed.

Terminal Information ﬁ'

Terminal Mame™ [OCEAN TERMINAL |

Email: |csmith@gmail.com ‘

Phone: (40¢]) [45€)-[6578] Ext.| |
Fax: (40d)) [45¢}- [6579] Ext.| |
Delivery™ h

| Update | | Delete || Cancel |

5. Click Update to save the changes or click Cancel to exit the Terminal Information screen and return to the
Company Information screen without saving changes.

6. Click the Home button to return to the Company Dashboard ﬁ
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To DELETE A TERMINAL

1.

2.

3.

Renew Annual Permits

Bid Route
Company Data
Reports

Annual Permit Route

Escrow

Vehicle Import

Shopping Cart (0) Permits

W

Choose the terminal to be deleted from the Terminals dropdown list.

Company Assets

@
& Contacts |John Boehner v| Edit | @
&4 Addresses |Physical v| Edit | e
@ Terminals NAL 3 @
(3 users |Korri Ayers v| Edit | o
@euar; Vehicles | [107 SAF-T-LINER MVP 20 V[ Edit | 4 @

Click Edit to the right of Terminals.

Company Assets P
&4 Contacts |John Boehner v| Edit | IE; @
&4 Addresses |Physical v| Edit | o
@ Terminals [OCEAN TERMINAL v| Edit || New P
3} Users [Korri Ayers v/ Edit | @
@, Vehicles | [107 SAF-T-LINER MVP 20 v Edit | 4 @

Click the Company Data link in the Administrative Panel on the Company Dashboard.
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The Terminal Information screen will be displayed.

Terminal Information “‘

Terminal Name* |OCEAN TERMIMAL |

Email: |csmilh@gmai|.com |

Phone: (40¢]) [45€]- [6578] Ext. | |
Fax: (40¢))[45€)- [6579] Ext. | |
Delivery™

| Update ‘ | Delete H Cancel |

4. Click Delete to delete the terminal or click Cancel to exit the Terminal Information screen and return to the
Company Information screen without deleting the terminal.

5. Click the Home button to return to the Company Dashboard E

Note: Deleting a terminal will delete the assignment of a terminal to a vehicle or user. The vehicle or user will
remain in Company Data but will no longer contain information regarding the deleted terminal.
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COMPANY USERS
K-TRIPS Users have the ability to log in to K-TRIPS and order permits. The person who creates the company account

will be designated as an Account Supervisor and will have the ability to add new users to the company account.

When a Company User is added they will be designated as a Supervisor or as a User. Only Supervisors can add,

edit, and delete other users.

To AbDD A NEW USER

1.

2.

Click the Company Data link in the Administrative Panel on the Company Dashboard.

Renew Annual Permits
Bid Route

Company Data

Reports @
Annual Permit Route
Escrow

Vehicle Import

Shopping Cart (0) Permits

Click New to the right of Users.

Company Assets

o[ Ean ] [

v| Edit |

o[ it

ST

&4 Contacts [John Boehner

&4 Addresses | Physical

@ Terminals [PORT ARTHUR

ﬁ Users |Korri Ayers

@, Vehicles | [107 SAF-T-LINER MVP 2{ v| Edit |

=4
i

U - - R )
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3.

The User Information screen will be displayed.

User Information u

First Name* | | | Deactivate |

Last Name* | | | Lock Out |

Email:

|
Phone C b Jee ]

Terminal: [Select.. v

Prompt Question | |

Response | |

Password Requirements Passwords are case sensitive

User Type*

Enter the appropriate data for the user you are adding. The password Prompt Question and Response are

necessary to enable the Forgot Password function.

Note: The Start Date and End are not required but can be entered if you wish for the user to have access only

during a certain time period. Leave these fields blank unless you want to establish a firm start/end date for the

user.

4.

5. Click the Home button to return to the Company Dashboard E

User Information (7]
First Name* ‘Anthon).r | ‘ Deactivate ‘
Last Name* ‘Bailey | ‘ Lock Out ‘
Email: ‘aba\ley@promi\es.com |
Phone ) - Ext.

Terminal [PORT ARTHUR v|

Prompt Question ‘What is your wife's name? |
Response: ‘Sharon |
Password™

Retype Password”

Password Reguirements Passwords are case sensitive

Start Date: I:I End: I:I
User Type™

Click Insert to save the new user or click Close to exit the User Information screen and return to the Company

Information screen without saving the new user.

Note: The new user will be active and will be able to log in to K-TRIPS using the username and password you

provided.
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To EDIT AN EXISTING USER

1. Click the Company Data link in the Administrative Panel on the Company Dashboard.

Renew Annual Permits
Bid Route

Company Data

Reports {n}
Annual Permit Route
Escrow

Vehicle Import

Shopping Cart (0) Permits

2. Choose the user to be edited from the Users dropdown list.

Company Assets

7]
[John Boehner v| Edit | o
[Physical v[ Edit | o
[PORT ARTHUR [ Edt | @
Korri Ayers.
Anthony Bailey - ”
Tom Barnaby %
c Michael Branch : Tk -
Christine Church Edit S 7]
C Ellison
Robin Guest
Kira Harding

Monica McGuire
Tammy Minter
Michelle Pilcher
Tim Pilcher

Bill Schleifer
Kiet Vo
Natasha Wilcox
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3. Click Edit to the right of Users.

Company Assets

B4 Contacts

b4 Addresses

, Terminals

ﬁ Users
aﬂi Vehicles

[John Boehner

[Physical

[PORT ARTHUR

|1-fknth+:rn§.r Bailey

[107 SAF-T-LINER MVP 2( [ Edit |

&
- B R )

The User Information screen will be displayed.

First Mame*
Last Mame®
Usermname*
Email:
Phone:

Terminal:

Response:

Start Date:

User Type*

User Information

b |
B |

|a|:ua|e=,-

o

|ahailey@pmmiles.com

(|409) 555 [1212] Ext.| 1264 |

|PORT ARTHUR v|

Prompt Question: |What is your wife's name?

|Sharcn

| Change Password |

Update || Delete H Close |
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4. Change the information for the user as needed. The username cannot be edited.

Note: The Start Date and End are not required but can be entered if you wish for the user to have access only
during a certain time period. Leave these fields blank unless you want to establish a firm start/end date for the

user.

User Information

P

First Name® |Anthony | | Deactivate |
Last Name* [Bailey | | LockOut |
Usemame™ |abailey

Email: |abailey@promiles.com |
Phone: (40g)[55¢- [1212] Ext. [ 1264 |

Terminal: [PORT ARTHUR v/

Prompt Question: |What Is your wife's name?

Response: |Sharon

| Change Password |

User Type* h

| Update H Delete || Close ‘

5. Click Update to save the changes or click Close to exit the User Information screen and return to the Company

Information screen without saving changes.

6. Click the Home button to return to the Company Dashboard ﬁ
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To DELETE A USER

1. Click the Company Data link in the Administrative Panel on the Company Dashboard.

Bid Route
Company Data

Reports

Escrow

Vehicle Import

Renew Annual Permits

Annual Permit Route

Shopping Cart (0) Permits

W

2. Choose the user to be deleted from the Users dropdown list.

Company Assets

@
[John Boehner v| Edit | (7]
b4 Addresses [Physical v| Edit | (7Y
[PORT ARTHUR v[ Edit | Py
KorriA ers
Anthony Bailey “
Tom Barnaby h
. Michael Branch : Ch =
Christine Church Edit S 7]
C Ellison
Robin Guest
Kira Harding
Monica McGuire
Tammy Minter
Michelle Pilcher
Tim Pilcher
Bill Schleifer
Kiet Vo
Natasha Wilcox
3. Click Edit to the right of Users.
Company Assets @
b4 Contacts |John Boehner V| Edit | “
&4 Addresses | [Physical v| Edit | @
@ Terminals [PORT ARTHUR o
ﬂ Users [Anthony Bailey @
@, Vehicles | [107 SAF-T-LINER MVP 20 v/ Edit | ‘) @
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The User Information screen will be displayed.

User Information

P

First Name* [Anthony | | Deactivate |
LastName*  [Bailey | | LockOut |
Username* |abailey

Email: |abailey@promiles.com

Phone: ([403][55¢-[1212] Ext. [ 1264 |

Terminal: [PORT ARTHUR v|

Prompt Question: |What is your wife's name?

Response: | Sharon

| Change Password ‘

User Type*

| Update H Delete || Close |

4. Click Delete to delete the user or click Close to exit the User Information screen and return to the Company

Information screen without deleting the user.

A confirmation message will be displayed

Message from webpage 2

| Delete user?

Ok ] ’ Cancel

5. Click OK to delete the user or click Cancel to exit the confirmation m

screen without deleting the user. Click the Close button to exit the User Information screen and return to the

Company Information screen.

6. Click the Home button to return to the Company Dashboard E

Note: The deleted user will be unable to log in to K-TRIPS.

essage and return to the User Information
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DEACTIVATE A USER
There may come a time when you need to deactivate a user. Only Customer Users set up as a supervisor can
deactivate another user for the company.

When you deactivate a user, the button will change to say Activate. To activate a deactivated user, follow the

same steps as deactivating a user but click Activate rather than Deactivate. Click the Close button to close the User
Information screen.

Deactivate Activate

Lock Out Unlock

To DEACTIVATE AN ACTIVE USER

1. Click the Company Data link in the Administrative Panel on the Company Dashboard.

Renew Annual Permits
Bid Route

Company Data

Reports {b
Annual Permit Route
Escrow

Vehicle Import

Shopping Cart (0) Permits

2. Choose the user to be deactivated from the Users dropdown list.

Company Assets

@
[John Boehner v| Edit | (7]
& Addresses [Physical v| Edit | @
[PORT ARTHUR | Edit | [ New | @

Tom Barnaby

F Michael Branch : =3 —

'Lﬁ Vehicles Christine Church Edit al w

C Ellison

Robin Guest

Kira Harding

Monica McGuire

Tammy Minter

Michelle Pilcher %

Tim Pilcher

Bill Schleifer

Kiet Vo

Natasha Wilcox
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3. Click Edit to the right of Users.

o[ &)

v| Edit |

Company Assets

i1 Contacts [John Boehner
&4 Addresses |Physical

® Terminals [PORT ARTHUR

[Tammy Minter

ﬁ Users

l‘lﬂs Vehicles

[107 SAF-T-LINER MVP 20 v[ Edit |

2

R R R )

The User Information screen will be displayed.

User Information

P

Update H Delete H Close |

First Mame* |Tammy |
Last Name™ |I"u'1inter |
Username” |t minter.company
Email: |tammy@pr0miles.com
prone: () [ Jea[ ]
Terminal: [Select... V|
Prompt Question: |
Response: |
| Change Password |
Start Date: |:| End: |:|
User Type*

4. Click Deactivate. When you deactivate a user, the button will change to say Activate.

Note: To activate a deactivated user, follow the same steps as deactivating a user but click Activate rather than

Deactivate.

5. Click Close to exit the User Information screen and return to the Company Information screen.

6. Click the Home button to return to the Company Dashboard ﬁ
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UNLOCK A USER
Should a user become locked out of the system due to too many attempts to log in with the incorrect log in
information, a Company Supervisor User can unlock them.

When a user is unlocked, the button will change to Lock Out. To lock out an unlocked user, follow the same steps
as unlocking a user but click Lock Out rather than Unlock. Click the Close button to close the User Information
screen.

Deactivate Activate

Lock Out Unlock

To UNLOCK A LOCKED USER

1. Click the Company Data link in the Administrative Panel on the Company Dashboard.

Renew Annual Permits
Bid Route

Company Data {b
Reports

Annual Permit Route
Escrow

Vehicle Import

Shopping Cart (0) Permits

2. Choose the User to be unlocked from the Users dropdown list.

Company Assets

o
[John Boehner v| Edit | (7]
&4 Addresses [Physical | Edit | )
[PORT ARTHUR ] Edit | [ New | o

Tom Barnaby

r Michael Branch : &3 =

e, Vehicles Christine Church Edit - @

C Ellison

Robin Guest

Kira Harding

Monica McGuire

Tammy Minter

Michelle Pilcher L\\»

Tim Pilcher

Bill Schleifer

Kiet Vo

Natasha Wilcox
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3. Click Edit to the right of Users.

o[ &)

v| Edit |

Company Assets

i1 Contacts [John Boehner
&4 Addresses |Physical

® Terminals [PORT ARTHUR

[Tammy Minter

ﬁ Users

l‘lﬂs Vehicles

[107 SAF-T-LINER MVP 20 v[ Edit |

2

R R R )

The User Information screen will be displayed.

User Information

P

Update || Delete || Close |

First Name* |Tammy |
Last Name* |I"u'1inter |
Username® t. minter. company
Email: |tammy@promiles.com
Phone: |[| []| |—| | Ex’[.| |
Terminal: |Select... V|
Prompt Question: |
Response: |
| Change Password |
Start Date: |:| End: |:|
User Type*

4. Click Unlock. When you unlock a user, the button will change to say Lock Out.

Note: To lock out a user, follow the same steps as unlocking a user but click Lock Out rather than Unlock.

5. Click Close to exit the User Information screen and return to the Company Information screen.

6. Click the Home button to return to the Company Dashboard ﬁ
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VEHICLES

A company can choose to keep a list of its vehicle inventory. These vehicles can be used to populate information

on the permit application. Vehicles can also be assigned to a terminal to aid in reporting by terminal or location.

Terminals must be entered in the Terminal Information screen before assigning to a vehicle. Vehicle inventory can

also be uploaded to K-TRIPS using a spreadsheet. See Vehicle Import on page 80 for more information.

To ADD A NEW VEHICLE

1. Click the Company Data link in the Administrative Panel on the Company Dashboard.

Bid Route
Company Data

Reports

Escrow

Vehicle Import

Renew Annual Permits

Annual Permit Route

Shopping Cart (0) Permits

W

2. Click New to the right of Vehicles.

Company Assets

B4 Contacts

b4 Addresses

, Terminals

ﬁ Users
‘h Vehicles

[John Boehner v| Edit
[Physical v| Edit
[PORT ARTHUR v| Edit
[Korri Ayers v| Edit

[107 SAF-T-LINER MVP 2( v| Edit

B )
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The Vehicle Information screen will be displayed.

Vehicle Information ﬁ
Unit Number* |

Vehicle Type: |Select... v|

Make* | | vear [ ]

VIN® | |

Plate: | | State: [Select... v
KS Registered GVW:

Terminal: |Select... v|

| Insert H Cancel |

3. Insert the appropriate data for the vehicle you are adding. See Table 6: Set Truck and Load Information on
page 126 for a description of the data to be entered.
Vehicle Information o
Unit Number* 129
Vehicle Type: | TRUCKITRACTOR V|
Make* [KENWORTH | Year*
VIN® | 1XKWD49XB5R075591 |
Plate: |YAG U253 | State: |Oregon hd
K3 Registered GVW:
Terminal: |PORT ARTHUR V|
| Insert | | Cancel |
4. Click Insert to save the new vehicle or click Cancel to exit the Vehicle Information screen and return to the

Company Information screen without saving the new vehicle.

5. Click the Home button to return to the Company Dashboard ﬁ

Note: K-TRIPS checks the VIN against the make, model, and year but only during the permit application. If a VIN
fails validation, users will need to update the vehicle information in the vehicle inventory. For more information,
see To Edit an Existing Vehicle on page 61.
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To EDIT AN EXISTING VEHICLE

1.

2.

Click the Company Data link in the Administrative Panel on the Company Dashboard.

Bid Route

Renew Annual Permits

Shopping Cart (0) Permits

W

Choose the Vehicle to be edited from the Vehicles dropdown list.

bA Contacts
b4 Addresses

, Terminals

Q
o
3
o
o
=
=
B
w
%
i

a-, Vehicles

107 SAF-T-LINER MVP 2012

11023 PETERBILT 2011
1111 FORD 2015
1234567891 MACK 2016
15 FREIGHTLINER 2014
19 FREIGHTLINER 2014
24 FREIGHTLINER 2007
25 KENWORTH 2005
4950 GMC 2020

521 VOLVO 2011

532 WVOLVO 2012

536 WVOLVO 2012

559 WOLVO 2012

560 VOLVO 2012

562 VOLVO 2013

563 VOLVO 2013

677 PETERBILT 1994
680 KENWORTH 2000
6682 PETERBILT 2010
683 KENWORTH 2004
687 PETERBILT 2002
689 PETERBILT 2004
691 FREIGHTLINER 1954

s

] (e |
m

i ] (e
i ] [ |
i ] [Few |

8

o0 00 O @®
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3. Click Edit to the right of Vehicles.

Company Assets

|John Boehner

| Physical

[PORT ARTHUR

| Korri Ayers

[29 KENWORTH 2005

- )

The Vehicle Information screen will be displayed.

Vehicle Information

Unit Number* |29

Vehicle Type: [TRUCKITRACTOR v|

Make* |KENWORTH | Year* [2005

VIN® | 1XKWD49X85R075591 |

Plate: |YAGU253 | State: |0regon

KS Registered GVW: | 85500 W

Terminal: [PORT ARTHUR v|

| Update | | Delete || Cancel |

4. Change the information for the vehicle as needed.

Vehicle Information

Unit Number® |29

Vehicle Type: [TRUCKITRACTOR v|

2005

Make* [KENWORTH | Year

VIN® [1XKWD49X85R075591 |

Plate: |YAGU253 | State: [Oregon

KS Registered GVW: [54000 | <

Terminal: [PORT ARTHUR v

| Update | | Delete || Cancel |

5. Click Update to save the changes or click Cancel to exit the Vehicle Information screen and return to the

Company Information screen without saving changes.

6. Click the Home button to return to the Company Dashboard ﬁ
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To DELETE A VEHICLE

1. Click the Company Data link in the Administrative Panel on the Company Dashboard.

Bid Route
Company Data

Reports

Escrow

Vehicle Import

Renew Annual Permits

Annual Permit Route

Shopping Cart (0) Permits

W

2. Choose the vehicle to be deleted from the Vehicles dropdown list.

Company Assets u
107 SAF-T-LINER MVP 2012
11023 PETERBILT 2011 . _
1111 FORD 2015 it | [ New | L7
1234567391 MACK 2016
54 Addresses 15 FREIGHTLINER 2014 @ o
19 FREIGHTLINER 2014
- 24 FREIGHTLINER 2007 . _
29 KENWORTH 2005 & @ L 7]
4950 GMC 2020
521 VOLVO 2011 dit | | New | o
532 VOLVO 2012 :l - ©
- 536 VOLVO 2012 , 3 o
e, Vehicles | |250 vo1v0 2012 dit - -
560 VOLVO 2012
562 VOLVO 2013
563 VOLVO 2013
677 PETERBILT 1994
680 KENWORTH 2000
682 PETERBILT 2010
683 KENWORTH 2004
687 PETERBILT 2002
689 PETERBILT 2004
691 FREIGHTLINER 1934
3. Click Edit to the right of Vehicles.
Company Assets “
[John Boehner ~v| Edit | (7]
B4 Addresses | Physical v| Edit | ”
R AT o
@, Vehicles |  [29 KENWORTH 2005 2 e
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4.

5. Click the Home button to return to the Company Dashboard ﬁ

The Vehicle Information screen will be displayed.

| Year

| State: [Oregon

Vehicle Information

Unit Number* 129

Vehicle Type: [TRUCK/TRACTCR V|

Make* |[KENWORTH

VIN® [1XKWD49X85R075591 |

Plate: [yAGU253

K5 Registered GWVW:

Terminal: [PORT ARTHUR v|
Update | | Delete || Cancel |

Click Delete to delete the vehicle or click Cancel to exit the Vehicle Information screen and return to the
Company Information screen without deleting the vehicle.
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To VIEW AN EXCEL LIST OF YOUR VEHICLE INVENTORY

1. Click the Company Data link in the Administrative Panel on the Company Dashboard.

Renew Annual Permits
Bid Route

Company Data

Reports {b
Annual Permit Route
Escrow

Vehicle Import

Shopping Cart (0) Permits

2. Click the Excel icon to the right of Vehicles.

Company Assets

B4 Contacts

B Addresses

, Terminals

|‘(_)'| Users
liﬂs Vehicles

| John Boehner v| Edit || New
[Physical v| Edit |

[PORT ARTHUR v| Edit || New
[Korri Ayers v| Edit | | New
[107 SAF-T-LINER MVP 2( v| Edit | | New

e

A
) e

Note: An Excel prompt will ask if you would like to Open or Save the Excel sheet. Click the Open button to open the

Excel sheet to view a list of vehicles in your vehicle inventory. The format of this sheet can be used as a guide when

uploading vehicle inventory as described in To Import Vehicle Inventory on page 80.
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REPORTS

K-TRIPS provides Reports for company accounts to reconcile their permit and payment history. Reports allow the
user to select parameters for the reports. Such parameters can include:

e Payment Method

e Permit Type

e Format Type: PDF or Excel
e Date Range

To PRINT A REPORT

1. Click the Reports link in the Administrative Panel on the Company Dashboard.

Renew Annual Permits
Bid Route

Company Data
Reports

Annual Permit Route
Escrow

Vehicle Import

Shopping Cart (1) Permits

The Customer Permit Reports screen will be displayed.

Customer Permit Reports
Run permit reports based on your parameter selections below.

Permit Reports
Report Type: [Customer Reconciliation Report v Format: @ ppF O Excel
Report Parameters Issue Date ' Start Date ' End Date ' Amend Date
Create Date ~ Approval Date ® Payment Date
Payment Method: [All Payment Methods | Start Date: End Date:
Permit Type:  [All Permit Types v|| [o4/05/2017 04/05/2017

| Exit | | Generate Report |

2. Select the desired Report Type and Report Parameters.

Note: At the time of the writing of this document the Customer Reconciliation Report is the only report available
to Company Users in Customer Permit Reports. Permit Service Users have access to the Company List Report the
Permit Service Reconciliation Report. The Company List Report shows a complete list of companies with accounts
in K-TRIPS and the date of the last permit issued for that company.
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3. Select the desired format for the report, PDF or Excel, by clicking the corresponding radio button.

Customer Permit Reports

Run permit reports based on your parameter selections below.

Permit Reports ! f
[Customer Reconciliation Report v J

Format: ®ppF O Excel
Report Parameters

Report Type:

Issue Date = Start Date

End Date  Amend Date
Create Date  Approval Date @ Payment Date

Payment Method: [All Payment Methods V| Start Date: End Date:

Permit Type: [All Permit Types v|| [04/05/2017 04/05/2017

Exit | | Generate Report |

4.

Select the date range for your report by clicking in the Start Date and End Date fields and selecting a date
from the calendar.

Note: The Start Date and End Date default to today’s date.

Customer Permit Reports

Run permit reports based on your parameter selections below.

Permit Reports
Report Type: |Customer Reconciliation Report hd Format: ® ppF O Excel
Report Parameters Issue Date '~ Start Dategy End Date =~ Amend Date
Create Date '~ Appr Date ® Payment Date
Payment Method: [All Payment Methods V| Start Date: End Date:
Permit Type: [All Permit Types v| | [o1/01/2017 04/05/2017

Exit | | Generate Report |

5. Click Generate Report.

Customer Permit Reports

Run permit reports based on your parameter selections below.

Permit Reports
Report Type: |Customer Reconciliation Report M Format: ® ppF O Excel
Report Parameters Issue Date = Start Date ' End Date = Amend Date
Create Date ~ Approval Date © Payment Date
Payment Method: |All Payment Methods v Start Date: End Date:
Permit Type: |A|| Permit Types V| 01/01/2017 04/05/2017

| Exit | | Generate Report |
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A report will be generated displaying the payment and permit history for the given date range.

Permit

17000001
17000002
17000003
17000004
17000005
17000006
17000007
17000008
17000009
17000010
17000011
17000012
17000013
17000014
17000015
17000016
17000017

Payment Method
Escrow
Total:

Payment Type: Escrow

Pmt Date

01/04/2017
01/05/2017
01/06/2017
0102017
0102017
p1Mo2017
0102017
0102017
01102017
01102017
01M12017
D1Me2017
01/26/2017
01/30/2017
011312017
02/01/2017
02/01/2017

ProMiles Test 1

All Payment Methods
All Permit Types

Count Amount
154 7326.50
154 $7326.50

Permit Type

Owverdimension Oversize / Overweight
Overdimension Oversize [ Overweight
Overdimension Oversize [ Overweight
Overdimension Oversize [/ Overweight
Owverdimension Oversize / Overweight
Overdimension Oversize [ Overweight
Overdimension Oversize [/ Overweight
Overdimension Oversize [/ Overweight
Owverdimension Oversize [/ Overweight
Owverdimension Oversize [/ Overweight
Overdimension Oversize [/ Overweight
Annual Cotion

Owverdimension Oversize [ Overweight
Owverdimension Oversize [/ Overweight
Overdimension Oversize [/ Overweight
Annual Cotton

Annual Farm Implement Dealer

Customer Reconciliation Report
Payment Date: 1/1/2017 to 4/5/2017

Amount
20.00
20.00
20.00
20.00
20.00
20.00
20.00
20.00
20.00
20.00
20.00

150.00
20.00
20.00
20.00

150.00

150.00

6. Close the Customer Reconciliation Report screen to exit the report and return to the Customer Permit

Reports screen.

7. Click Exit or click the Home button to exit the Customer Permit Reports screen and return to the Company

Dashboard ﬁ
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ANNUAL PERMIT ROUTE
The Annual Permit Route feature allows a K-TRIPS suggested route to be generated for an Annual Permit. These
routes are good for a configurable number of days as defined by KDOT.

To GENERATE AN ANNUAL PERMIT ROUTE

1. Click the Annual Permit Route link in the Administrative Panel on the Company Dashboard.

Renew Annual Permits
Bid Route

Company Data

Reports

Annual Permit Route
Escrow '{b

Vehicle Import

Shopping Cart (1) Permits

The Time Period Routes screen will be displayed.

Time Period Routes
[ To begin your Time Period Permit Route, enter the number of a permit you have ordered that will cover this route.

Time Period Routes: Dimensions

Enter the permit number for the Time Period Permit for which you wish to obtain supplemental routing.

Permit Number- | || Find |

2. Enter the Permit Number for an Annual Permit assigned to your company and click Find.

Time Period Routes
6 To Degin your Time Period Permit F'.OLIIE: enter the number of a permit you have ordered that will cover this route.

Time Period Routes: Dimensions

Enter the permit number for the Time Period Permit for which you wish to obtain supplemental routing.

Permit Number: [15000247 | Fincﬁ

Note: If you enter a Permit Number that is not an Annual Permit or a Permit Number for a company other than
your own, the system will not find the permit.
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The Time Period Routes screen will display the dimension fields populated with the load dimensions that were
saved to the permit during the Order Permits Process.

Time Period Routes
@ To begin your Time Period Permit Route, enter the numiber of a permit you have ordered that will cover this route.

Time Period Routes: Dimensions

Enter the permit number for the Time Period Fermit for which you wish to obtain supplemental reuting.
Permit Numiber: | 15000247 | Fnd |

Company: Proliles Test 1

The dimensions for Permit are listed below. You may use the dimensions below, of you may ot the dimensions 1o be smaller if appropriate for your vehicke and load. If you need dimensions: that are larger, you must order a ne

Dimensions
Width: |16 A& in.
Height 15 | [0 i

Length: [126 |
GVW 120000 s
[ Using Lowboy
K-TRIPS requires axle weight entry for all annual penmé routes. When measurning the distance between axles, measure from the center of the hub.
[ Enter Weights |

Next

Note: The saved dimensions can be used, or you can enter dimensions that are lower than the saved dimensions.
You will need to order a new permit if dimensions need to be higher than those that are saved.

3. Click Enter Weights and enter your axle weights and spacings. K-TRIPS requires axle weight entry for all annual
permit routes. For more information on axle weights and spacings, see Table 7: Set Axle Weights on page 130.

4. Click Next.

Time Period Routes

[ To begin your Time Penod Permil Route, enter the number of a pemmill you have crdered thal will cover s roule.

Time Period Routes: Dimensions

Enter the permit number for the Time Feriod Permit for which you wish to obtain supplemental routing.

Permit Number. | 15000247 L Find

Company: ProMiles Test 1

The dimensions for Permit are listed below. You may use e dIMENSIONS DElow, of you may edit INe AIMENsons (o be smaller If appropnate for your vehcie and lad. If you need dmensions hal are larger, you must oroer a new penmil
Dimensions

Width: 16 nE

Height [15 A [0 in

Length: | 126 n

GVIV | 120000 Its

| using Lowboy

K-TRIPS requires axke weight entry for all annual permit routes, When measuring the distance between axkes, measure from the center of the hub

: Enter Weights

[ Next {—
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The Enter a Route screen will be displayed.

Enter a Route

kcd Enter Trip For This Permit

Load Saved Trip:[ | Load Trip | &

Origin Use the form to the left to enter a trip that the truck(s) will use for this permit
Address City Zip You have 7 options for entering your origin and destination locations:
|:| l:| « An address - Enter the street number, street, city and/or zip code.

* The intersection of two streets — Enter each of the streets and the city of the
Via Points intersection location. The map will zoom into the intersection and may have several

location markers for you to select from; K-TRIPS produces turn-by-turn directions so

Destination choose the marker that best represents your location

« Border crossings — If you are entering from another state or leaving Kansas, select your
Address city Zip highway and the nearest city to where you will cross the state line.

« Lat/Lon/Map — If you have the geocode for your location, you may enter it. Example:

ABBYVILLE hd 39.069953, -95.703458. You can also click Find after selecting Lat/Lon/Map to click a

location on the map.

Road & Mile Marker — Enter the road, mile marker and direction of travel.

Landmark — Select from a dropdown of KS landmark locations.

Crossing State Road - List the road name, text description of the location, direction of
travel and district for the crossing. This option is primarily used for loads that are
traveling off system but must cross a state road.

Validate and Run

Add Split Trip &8

You have the option to enter via points for your route.

+ Highway — Enter a single highway or a series of highways you would prefer to travel on
your trip

« Find on Map — Click on “Select on Map” to open the map and select your highway via
points.

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.

5. Proceed to enter a trip as described in Chapter 3 Generating a Route on page 143.

6. Click Validate and Run and review your trip results once your trip points are entered.

7. Click the Expand Chevron icon in the Enter Trip Panel and change the Origin or Destination points, or add in
one or more Via Points if the trip needs to be revised.

After the trip has been calculated, a window will be displayed giving you the option to print the route.

8. Click the Print Route link at the top of the Trip Results Panel to print once satisfied with your trip results.

| Back

Enter a Route

To use this route, chok the Print Route link and carry a copy of the route with permit nmember 15000247 ARer printing, or f you wish to cancel, click the Return 1o Dashboard link. This route is valid until 91172018

nt Route
n o D

IHOD36;MO;Kansas City to IHD4355,MO; South
You must have all legal axle groupings to travel on the Kansas turnpike.
Trip Distance: 13 Trip Time: 00:16 Save this tip

® Drag Map el Restriction Information For Road

Restrictions in Bax

L%

Note: The printed document will reference the Permit Number entered and is to be used in conjunction with the
permit. This route is only valid for a configurable number of days as defined by KDOT.

9. Close the Annual Permit Route screen to exit the annual permit route and return to the Enter a Route screen.

10. Click Return to Dashboard or click the Home button to exit the Enter a Route screen and return to the

Company Dashboard ﬁ
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ESCROW

The Escrow feature in K-TRIPS allows the company to maintain their Escrow account and supplies reports to reflect
Escrow activity. This is provided to the company to enable Escrow activity and reconciliation directly from the
Company Dashboard. If a company has an established Escrow account, the Escrow balance will be displayed in the
Statistics Panel on the Company Dashboard.

To ESTABLISH AN ESCROW ACCOUNT

1. Click the Escrow link in the Administrative Panel on the Company Dashboard.

Renew Annual Permits
Bid Route

Company Data
Reports

Annual Permit Route

Escrow @

Vehicle Import

Shopping Cart (1) Permits

The Attest to Create New Escrow Account screen will be displayed.

Attest to Create New Escrow Account
[I 1agree

| agree to the following terms and conditions required to purchase Kansas Permits using an escrow account:

+The Company will deposit with the Kansas Department of Revenue (KDOR), Central Permit, a minimum of $100 in an
escrow account.

*Allow Kansas Department of Revenue (KDOR), Central Permit to draw funds from this account to pay for permit(s) issued.
*Each time a permit is issued the fee will be deducted from the escrow account.

+|f the escrow account reaches a zero balance, further permits will not be issued until the escrow account is replenished.
+In no case shall the balance in said account fall below a zero balance.

*The Company is responsible for monitoring the balance of their escrow account and must replenish funds as needed.

*Escrow Funds can be replenished using the on line credit card or ACH payment process (a convenience fee applies); or by
mailing a check with the escrow deposit form to KDOR, Central Permit.

*Returned checks will result in the loss of the privilege to use an escrow account.

*The Kansas Department of Revenue will not be held liable for the misuse of funds deposited in this escrow account.

| Create Escrow Account |

2. Read the attest statement. Check the | agree box and click Create Escrow Account.
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A confirmation message will be displayed.

i Message from webpage Iﬁ

Escrow Account created successfully! You can access the Escrow
e P I % functions from the dashbeard,

a

F—

3. Click OK.

4. Click the Home button to return to the Company Dashboard ﬁ

Note: After the account has been created, the company must deposit money into the Escrow to order permits.
Money can be deposited online using a credit card or electronic check, or by mailing in a check with the Escrow
Deposit Submittal form. Customer User’s can additionally access functionality such as creating Escrow reports and
viewing a transaction history.
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To ADD MONEY TO YOUR ESCROW ACCOUNT BY MAILING IN A CHECK

1. Click the Escrow link in the Administrative Panel on the Company Dashboard.

Renew Annual Permits
Bid Route

Company Data
Reports

Annual Permit Route

Escrow {h:}

Vehicle Import

Shopping Cart (1) Permits

The Escrow screen will be displayed.

Escrow
v Below is a list of recent Escrow transactions for your account.

Escrow Transaction Report

Report Date: 8/31/2016 4:12:32 PM

Current Balance: $16426.24

Print Escrow Deposit Submittal Form

Make Deposit with Credit Card / Electronic Check ...
Generate Report...

Transaction Date Transaction Type Transaction Amount Balance

2. Click Print Escrow Deposit Submittal Form.

Escrow
v Below is a list of recent Escrow transactions for your account.

Escrow Transaction Report
Report Date: 8/31/2016 4:12:32 PM
Current Balance: $16426 24

Print Escrow Deposit Submittal Form

Make Deposit with Credit Card / Electronic Check ...
Generate Report. .

Transaction Date Transaction Type Transaction Amount Balance

An Escrow Deposit Submittal form will be displayed for printing.
3. Print the Escrow Deposit Submittal form.

4. Close the Escrow Deposit Submittal form to return to the Escrow screen.

5. Click the Home button to return to the Company Dashboard E

Note: Complete the requested information on the form and mail in the form and your check for deposit. The

Kansas Department of Revenue will post the funds to your account once the payment is received.
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To ADD MONEY TO YOUR ESCROW ACCOUNT WITH A CREDIT CARD

1.

2.

Click the Escrow link in the Administrative Panel on the Company Dashboard.

Renew Annual Permits
Bid Route

Company Data
Reports

Annual Permit Route

Escrow @

Vehicle Import

Shopping Cart (1) Permits

The Escrow screen will be displayed.

Escrow
e Below is & list of recent Escrow transactions for Your account.

Escrow Transaction Report

Report Date: 1/17/2017 5:23:35 AM

Current Balance: 30

Print Escrow Deposit Submittal Form

Make Deposit with Credit Card / Electronic Check ...
Generate Report...

Transaction Date Transaction Type Transaction Amount Balance

Click Make Deposit with Credit Card / Electronic Check.

Escrow
7 Below is a list of recent Escrow transactions for your account.

Escrow Transaction Report

Report Date: 1/17/2017 8:23:35 AM

Current Balance: 50

Print Escrow Deposit Submittal Form

Make Deposit with Credit Card / Electronic Check ...
Generate Report...

Transaction Date Transaction Type Transaction Amount Balance
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The Escrow Processing screen will be displayed.

Escrow Processing

Add funds to the Promiles 1 escrow account

Current Balance: 30.00

Amount ®3500 O %200

Description | |

Reference Text: | |

Note: The amount that can be added to Escrow by credit card is limited to a configurable amount as determined
by KDOT.

3. Select an amount of $500 or $200 to add to Escrow. Additionally, enter a Description and a Reference Text.

This text can be any description and reference that will aid in reporting and reconciling. Both fields will print
on the Escrow Statement.

4. Click Submit.
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The LexisNexis credit card processing screen will be displayed.

Kansas Commercial Motor Vehicle Office - Permits

Agency Amount $500.00
LexisNexis Service Fee $15.00
Total Amount $515.00
Billing Address Payment Information
Address Type Payment Type
O Domestic (US and Puerta Rico) ® Credit Card
. ilitary (APO/FPO)
® International (including Canada, Mexico)
Card Number*
cardholder First Name* Expiration Date* - e
cardholder Last Name* Security Code*
Billing Address Line1= — t’\[t)ed‘:e provided this sample credit card to assist you in finding the security
Billing Address Line2 MasterCard, Visa, Discover
Billing City*
Billing State/Province - S— 3-digit
o e Carholder Morme security
Billing Zip Code et e

e i

~ )

code

Billing Country* Afghanistan | =
E-mail*
‘Confirm E-mail*

Phone Number*

Previous Page Continue

Cortified Privacy

@. LexisNeXiS' Home | Payment Solutions | Contact Us = ..

>
Terms and Conditions | Privacy Policy = :I'RUS'[&

FIGURE 10: THE LEXISNEXIS CREDIT CARD PROCESSING SCREEN

Complete the credit card/electronic check information and precede through the LexisNexis screens until your
transaction is complete. Click the Click here to Return to K-TRIPS link. If your transaction was successful, the
funds will automatically be posted to your Escrow account and will be reflected in your new Escrow balance.

A confirmation message will be displayed.

Message from webpage Iﬁ

I L Escrow deposit accepted,

6. Click OK to close the confirmation message and return to the Escrow Processing screen.

7. Click the Home button to return to the Company Dashboard E
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To VIEW AND PRINT YOUR ESCROW ACCOUNT ACTIVITY

1. Click the Escrow link in the Administrative Panel on the Company Dashboard.

Renew Annual Permits
Bid Route

Company Data
Reports

Annual Permit Route

Escrow {E?

Vehicle Import

Shopping Cart (1) Permits

The Escrow screen will be displayed.

Escrow

v Below is a list of recent Escrow transactions for your account.

Escrow Transaction Report
Report Date: &8/29/2016 2:36:48 PM
Current Balance: $16456.24

Print Escrow Deposit Submittal Form

Make Deposit with Credit Card / Electronic Check ...
Generate Report. ..

Transaction Date Transaction Type Transaction Amount Balance

Mon Aug 29 2016 07:50:17 GMT-0500 (Central Daylight Time) Permit $-20.00 $16456.24
Thu Aug 25 2016 08:46:29 GMT-0500 (Central Daylight Time)  Permit $-20.00 $16476.24
Thu Aug 25 2016 08:26:16 GMT-0500 (Central Daylight Time)  Permit $-20.00 $16496.24
Thu Aug 25 2016 08:23:14 GMT-0500 {Central Daylight Time)  Permit $-20.00 $16516.24

2. Click Generate Report.

Escrow

v Below is a list of recent Escrow transactions for your account.

Escrow Transaction Report
Report Date: 8/29/2016 2:36:48 PM
Current Balance: $16456 24

Print Escrow Deposit Submittal Form

Make Deposit with Credit Card / Electronic Check ...
Generate Report. ..

Transaction Date \ Transaction Type Transaction Amount Balance

Mon Aug 29 2016 07:50:17 GMT-0500 (Central Daylight Time) Permit $-20.00 $16456.24
Thu Aug 25 2016 08:46:29 GMT-0500 (Central Daylight Time)  Permit $-20.00 $16476.24
Thu Aug 25 2016 08:26:16 GMT-0500 (Central Daylight Time)  Permit $-20.00 $16496.24
Thu Aug 25 2016 08:23:14 GMT-0500 (Central Daylight Time)  Permit $-20.00 $16516.24
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The Select Year and Select Month dropdown lists will be displayed.

3. Select the month and year of the report by selecting the year in the Select Year dropdown list and the month

in the Select Month dropdown list.

4. Click Generate Report.

Escrow

v Below is a list of recent Escrow transactions for your account

Escrow Transaction Report

Report Date: 8/20/2016 2:36:48 PM

Current Balance: 316456 24

Print Escrow Deposit Submittal Form

Make Deposit with Credit Card [ Electronic Check
Generate Report

Select Year:[2016 ~| Select Month: [January || Generate Report |

Transaction Date Transaction Type Transaction Amount Balance

Mon Aug 29 2016 07:50:17 GMT-0500 (Central Daylight Time)  Permit §-20.00 $16456.24
Thu Aug 25 2016 08:46:29 GMT-0500 (Central Daylight Time) Permit $-20.00 $16476.24
Thu Aug 25 2016 08:26:16 GMT-0500 (Central Daylight Time)  Permit $-20.00 51649624
Thu Aug 25 2016 08:23.14 GMT-0500 (Central Daylight Time) Permit $.20.00 $16516.24

The Escrow Account Activity Report screen will be displayed showing all of your company Escrow activity for

the month selected.

The report can be printed and/or saved from this screen.

STATEMENT ISSUED
1011412016
ProMiles Test 1 STATEMENT PERIOD
1/1/2016 TO 1/31/2016
Page 1 0f2
OS/0OW Pernut Escrow: US DOT Number 60605
— = e—
DEPOSITS WITHDRAWALS
BALANCE LAST STATEMENT | no. | AMOUNT No | AMOUNT BALANCE THIS STATEMENT
$23.700.75 3 | $60.00 a4 | $1.273.13
DEPOSITS/ICREDITS
DATE AMOUNT TRANSACTION DESCRIPTION REFERENCE
0115 $20.00 CREDIT Refund 16000035
0115 $20.00 CREDIT Refund 16000001
0115 52000 CREDNT Refund 15000334
OTHER WITHDRAWALS/DEBITS

DATE AMOUNT TRANSACTION DESCRIPTION/REFERENCE
0105 $20.00 PERMIT NUMBER 16000001
01-05 $20.00 PERMIT NUMBER 16000002
01-05 $20.00 PERMIT NUMBER 16000005

5. Close the Escrow Account Activity Report screen to exit the report and return to the Escrow screen.

6. Click the Home button to return to the Company Dashboard ﬁ
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VEHICLE IMPORT

Vehicle Import is made available to assist in easy entry of vehicle inventory. The vehicle information saved in the
vehicle inventory is used to populate information on the permit application. To add vehicles individually to the
company’s vehicle inventory see To Add a New Vehicle on page 59.

To IMPORT VEHICLE INVENTORY

1. Click the Vehicle Import link in the Administrative Panel on the Company Dashboard.

Renew Annual Permits
Bid Route

Company Data
Reports

Annual Permit Route
Escrow

Vehicle Import

Shopping Cart (1) Permits

The Import Vehicle Inventory screen will be displayed.

Import Vehicle Inventory %

ProMiles Test 1
Select a .csv, .xls, or xlsx file on your computer that has information about your fleet. The file

must contain unit numbers, model year, vehicle make, vehicle identification number (VIN),
license plate number, license plate state, and the vehicle type.

Browse. Upload File

Select File:
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3.

Click Browse to locate the file on your computer that has your vehicle inventory listed. The file must contain
Unit Numbers, Model Year, Vehicle Make, Vehicle Identification Number, Vehicle License Plate Number,

is assigned. Follows is an example of the file layout.

Vehicle License Plate State, and Vehicle Type. It can additionally include KS GVW and the Terminal the vehicle

Unit Number Year Make VIN Type Plate State KSRegistered GVW Terminal
5123456 2005 PETERBILT 1¥P5DB9X550826069 TRUCK/TRACTOR P701055 IL 80000 BL
1 2002 INTERNATIOMAL 1HSHMAHR22H508642 TRUCK/TRACTOR 12345 KS 80000 OWSR
100 2013 INTERNATIONAL 3HSDLSMRZDN150077 TRUCK 170192 NE 85500 SME
107 2012 SAF-T-LINER MVP 1T88S4E27C1148271  BUS/ LIMOUSINE 511686 KS 36000 TOW
1714 2000 PETERBILT 1¥P5DBIX3YD505619 TRUCK/TRACTOR RK7T20 TX 80000 TK
189 2001 PETERBILT 1¥PSPBEXX1N559058 TRUCK/TRACTOR A406289 MS 80000 OWSR
2476 2009 KENWORTH 1XKDPATX99)249146 TRUCK/TRACTOR YAHB126 OR 85500 TOW
281 2005 IHC 42881 TRUCK/TRACTOR 67250 KS 80000 OWSR
370 2010 PETERBILT 1¥PXPAEX4AADI06824 TRUCK/TRACTOR 122430 KS 85500 BL
Double click the file that you wish to import.
n=ls
. » Libraries » Documents » Mew folder ~ |43 [ Search New folder Fel
Organize Share with » Burn New folder = 0l @
' Favorites Documents library Anangeby: Folder =
B Desktop New folder
& Downloads Name ° Date modified Type Size
| Recent Places
F‘i]\fahlcle List 6/15/2015 4:50 PM Microsoft Office E... 11 KB
4 Libraries
% Documents
J'- Music
[ Pictures
BF videos

The file name will be listed on the Import Vehicle Inventory screen.

ProMiles Test 1

license plate number, lice

Select File:

Import Vehicle Inventory @

ChUsers\k.ayers\Desktop Browse... Upload File

Select a .csv, xls, or xlIsx file on your computer that has information about your fleet. The file
must contain unit numbers, mgdel year, vehicle make, vehicle identification number (VIN}),
late state, and the vehicle type.
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4. Click Upload File.

Import Vehicle Inventory @

ProMiles Test 1

Select a csv, xls, or xlsx file on your computer that has information about your fleet The file
must contain unit numbers, model year, vehicle make, vehicle identification number (VIN),
license plate number, license plate state, and the vehicle ty

Select File:

ChlUsers\k ayers\Deskiop  Browse. Upload File

The Import Vehicle Inventory Step 2 screen will be displayed.

Import Vehicle Inventory Step 2
The first part of your file is shown below. Match the column numbers with the data type. Columns marked with a * are required

*The Unit Number is in column [Column 1 w| “The Unit Model Year is in column [Column 2 +|

“The Vehicle Make is in columa [Column 3 v/| *The VIN is in column [Column 4 /|
“The Licence Plate Number is in column [ Column 5 v| “The License Plate State is in column [Coumn § v|

*The Viehicle Type is in column [Column 7 ~|  The Registered Kansas Weight is in column [Column 8 v/

The Terminal Name (optional) is in column |Column 9 |
“Data starts on row [Row 3 ~| | impont Sheet |

Preview
Row/Col 1 2 3 4 5 [ 7 8 9
1 Customer Viehicle List for ProMiles Drayage
2 Unit Number Year Make VIN Type Plate State KS Registered GVW  Terminal
3 2323 2012 MACK  MAKVIN4G23 TRUCK/TRACTOR M4923 KS 74000 EL DORADO
4 34022 2003 FORD 1FUJAGCG23LH34022 TRUCKTRACTOR 125740 KS 85500
- 4950 2012 MACK  MAKVINGGSO TRUCK M4950 K5 74000
6 4952 2012 VOLVO VOLVIN24680 TRUCK/TRACTOR V24680 KS 85500
7 4954 2010 WHITE WHIVINDS642 OIL WELL SERVICINGRIG W08642 KS 85500
8 5049 2010 GMC  GMCVIN13579 TRUCK/TRACTOR G135T9 KS 85500 EL DORADO
) 9876 2013 FORD 123456 TRUCK/TRACTOR P3211 I 85500
10 G2000-9 2000 GMC 1GTCS1955Y8242642 TRUCK GMC2000 KS 74000 Wichita
1" K2011-9 2011 KA KNDJT2A2687343493 TRUCK/TRACTOR KIAZ011  KS 33333 Salina
12 T2011:9 2011 Toyota STFRMSF18BX0237T10 TRUCK TOY2011 KS 85500 Wichita

5. Designate which column the data is located. In the sample, the Unit Number is found in Column 1.
Additionally, in this example, the data starts on Row 3. Go through all of the dropdown lists and designate
which column the listed data is located.

6. Click Import Sheet.
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A confirmation message will be displayed confirming the vehicles were successfully imported.

Vehicle Import Results

View the results of your vehicle import below.

Results

« Number of vehicles successfully imported: 10
« Number of failures: 0

View Load Failures
Retum to Dashboard

If there are any errors in the data, a failure message will be displayed.

Vehicle Import Results

View the results of your vehicle import below.

Results

« Number of vehicles successfully imported: 0

= Number of failures: 21/

View Load Failures
Return to Dashboard

7. Click View Load Failures.

8. Click the Open button to view the Vehicle Import Exceptions Report. Correct any errors in column numbers
associated to the data and verify that there is data in all of the required fields. Remember the required fields
are Unit Numbers, Model Year, Vehicle Make, Vehicle Identification Number, Vehicle License Plate Number,
Vehicle License Plate State, and Vehicle Type.

9. Repeat stepsin To Import Vehicle Inventory starting on page 80 to correct load failures.

If all errors have been addressed, you will receive a confirmation message confirming the vehicles were
successfully imported.

10. Click the Return to Dashboard link or click the Home button to return to the Company Dashboard E

Note: K-TRIPS checks the VIN against the make, model, and year but only during the permit application. If a VIN
fails validation, users will need to update the vehicle information in the vehicle inventory. For more information,
see To Edit an Existing Vehicle on page 61.
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To VIEW THE IMPORTED VEHICLE INVENTORY

1. Click the Company Data link in the Administrative Panel on the Company Dashboard.

Bid Route
Company Data

Reports

Escrow

Vehicle Import

Renew Annual Permits

Annual Permit Route

Shopping Cart {1) Permits

b

2. Click the dropdown list for Vehicles.

Company Assets

o[ Ear] [

v| Edit |

&4 Addresses [Physical

v| Edit

g A=

[107 SAF-T-LINER MVP 20 | Edit | [ New |

@)

- R )

3. Verify the list of vehicles.

Company Assets

&4 Contacts

b4 Addresses

’ Terminals
Users

Vehicles

i

107 SAF-T-LINER. MVP 2012 -

11023 PETERBILT 2011
1111 FORD 2015
12345675891 MACK 2016
15 FREIGHTLINER 2014
19 FREIGHTLINER 2014
24 FREIGHTLINER 2007
4950 GMC 2020

521 VOLVO 2011
532VOLVO 2012

536 VOLVO 2012

559 VOLVO 2012

560 VOLVO 2012

562 VOLVO 2013

563 VOLVO 2013

677 PETERBILT 1994
680 KENWORTH 2000
682 PETERBILT 2010
683 KENWORTH 2004
687 PETERBILT 2002
689 PETERBILT 2004
691 FREIGHTLINER 1994

dit New
it |

|
i |
i |

&
Q @ 0 Q@ 0 ®

Note: See To View an Excel List of your Vehicle Inventory on page 65 to view an Excel list of your vehicle inventory

in K-TRIPS.

4. Click the Home button to return to the Company Dashboard ﬁ
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SHOPPING CART

Once a permit application has been approved by a KS Agency User or has been self-issued by K-TRIPS, the permit
will be available for purchase in the Shopping Cart. The Shopping Cart can be accessed from the Shopping Cart link
or from the Shopping Cart button, both located on the Company Dashboard. The Shopping Cart link provides
detailed information regarding permits available for purchase. The Shopping Cart button provides a summary of
what is in your Shopping Cart awaiting payment. Approved permits will remain in the Shopping Cart until they are
purchased or until their active start date. Once the active start date has passed, the approved permit will be
deleted if it has not been purchased.

Note: Users can purchase a maximum of ten permits at one time.

Renew Annual Permits.
B Route Company Dashboard ] @
(10) Permits
Company Data v
Reports Permits issued and permits requiring further processing.
Annual Permit Route £ New Permit Show: % Refresh  (¥)Search Permiis 7}
Escrow Permit No/lD _ Type Submitted Status___ Action Messages (7]
Vehicle Import 20035 Government Annual Oversize Cnly 4/6/2017 11:32 AM Pending Select... . .
2 2 17000160 Overdimension Oversize / Overweight 4/8/2017 11:04 AM Issued Select + 416/2017: Click Here For Kansas Trucking Website
Shopping Cart (10) Permits 17000159 Overdimension Oversize / Overweight ___ 4/62017 10:34 AM___ lssued __ Select... + 4/8/2017 Due to inclement weather the permit office
17000158 Overdimension Oversize / Overweight 4/8/2017 09:01 AM Issued Select will be closed today, April 6, 2017
17000157 Overdimension Oversize / Overweight 4/6/2017 08:59 AM Issued Select... L. 6
17000156 Overdimension Oversize / Overweight 4/8/2017 08:56 AM Issued Select Statistics
17000155 Overdimension Cversize / Overweight 4/6/2017 D&:51 AM Issued Select.. ;; Refresh
e 17000154 Overdimension Oversize / Overweight 4/5/2017 10:04 AM Issued Select Permits Issued Today: 6
17000153 Overdimension Oversize / Overweight 4/4/2017 10:59 AM Issued Select... Permits Seif-Issued Today: 0
e 17000152 Overdimension Oversize / Overweight 4/4/2017 08:15 AM Issued Select... )
17000151 Overdimension Oversize/ Overweight 432017 0834 A lssued __ Select._ Escrow Balance: $6639.74
17000150 Overdimension Oversize / Overweight 332017 12223 PM Issued Select
17000149 Overdimension Oversize / Overweight 3/31/2017 10:02 AM Issued Select...
17000148 Overdimension Oversize / Overweight 3/31/2017 10:00 AM Issued Select
17000147 Overdimension Oversize / Overweight 3/31/2017 09:58 AM Issued Select
17000146 Overdimension Oversize / Overweight 3/31/2017 09:51 AM Issued Select...
17000145 Overdimension Oversize / Overweight 3/31/2017 09:49 AM Issued Select...
17000144 Overdimension Oversize / Overweight 313172017 09:47 AM Issued Select
17000143 Overdimension Oversize / Overweight 3/31/2017 09:44 AM Issued Select...
17000142 Overdimension Oversize / Overweight 3/31/2017 09:41 AM Issued Select...
17000141 Overdimension Oversize / Overweight 3/29/2017 347 PM Issued Select
20010 Overdimension Superload 3/28/2017 4:.07 PM Pending Select...
17000140 Overdimension Oversize / Overweight 3/23/2017 443 PM Issued Select...
17000139 Overdimension Oversize / Overweight 3/23/2017 440 PM Issued Select
17000138 Overdimension Oversize / Overweight 32272017 512 PM Issued Select
show:
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To PURCHASE PERMITS IN YOUR SHOPPING CART WITH ESCROW

1.

Click the Shopping Cart Permits link in the Administrative Panel on the Company Dashboard.

Renew Annual Permits

Bid Route

Company Data

Reports

Annual Permit Route

Escrow

Vehicle Import

Shopping Cart (10) Pe"""s@

The Permits ready for payment and/or printing screen will be displayed.

Permits ready for payment and/or printing. @

Select individual permits for payment or selectall [

[IPay $50.00

Overdimension Superload ‘ View Permit | ‘ Cancel Permit ‘

ID#: 19832 Vehicle: 11023 Company: ProMiles Test 1 Start Date: 3/28/2017

[Pay $20.00

Overdimension Oversize / Overweight
ID#: 19826 Vehicle: 11022 Company: ProMiles Test 1 Start Date: 2/16/2017

View Permit | ‘ Cancel Permit ‘

[lPay $150.00

Annual Farm Implement Dealer View Permit | [ Cancel Permit |

ID#: 19799 Vehicle: Company: ProMiles Test 1 Start Date: 2/15/2017

[IPay $150.00

View Permit | ‘ Cancel Permit ‘

Annual Cotton
ID#: 19798 Vehicle: 11023 Company: ProMiles Test 1 Start Date: 2/15/2017

[lPay $20.00

Overdimension Oversize / Overweight View Permit | ‘ Cancel Permit ‘

ID#: 19986 Vehicle: 107 Company: ProMiles Test 1 Start Date: 3/21/2017

[IPay $30.00

Overdimension Large Structure (2 notes)
ID#: 18630 Vehicle: 11023 Company: ProMiles Test 1 Start Date: 2/17/2017

View Permit | ‘ Cancel Permit ‘

CIPay $30.00

Overdimension Large Structure
ID#: 19801 Vehicle: 11023 Company: ProMiles Test 1 Start Date: 3252017

View Permit | ‘ Cancel Permit ‘

Select individual permits to print or selectall [

[IPrint No charge

Government Annual Oversize Only
ID#: 20037 Vehicle: 107 Company: Probiles Test 1 Start Date: 4/8/2017

‘ View Permit | ‘ Cancel Permit ‘

[IPrint No charge

Government Annual Oversize Only View Permit | ‘ Cancel Permit

ID#: 20036 Vehicle: 11023 Company: ProMiles Test 1 Start Date: 4/6/2017

CIPrint No charge

Overdimension Oversize / Overweight View Permit | ‘ Cancel Permit

ID#: 18827 Vehicle: 107 Company: ProMiles Test 1 Start Date: 4/6/2017

Order Total
$0.00

(0) Permits selected to
purchase

No charge @

(0) Permits selected to print
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From this screen you can View the permit details, Cancel the permit, or Pay for the permit.

2. Check the Pay box above each individual permit, or select all to pay for all permits in the Shopping Cart.

Permits ready for payment and/or printing. €

Select individual permits for payment or selectall [

[Ipray

Qv ension Superload View Permit

ancel Permit

1D#: 1953 ‘ehicle: 11023 Company: Proliles Test 1 Start Date: 3/25/2017

[IPay

Overdimension Oversize | Overweight

View Permit | | Cancel Permit |

ID#: 18826  Veehicle: 11023 Company: ProMiles Test 1 Start Date: 2/16/2017

[IPay $150.00

Annual Farm Implement Dealer

View Permit | | Cancel Permit |

ID#: 19799 Vehicle: Company: FroMiles Test 1 Start Date: 2152017

[IPay

$150.00

Annual Cotton View Permit | | Cancel Permit |

ID#: 19795  Vehicle: 11023 Company: Proliles Test 1 Start Date: 2/15/2017

Order Total
$0.00

(0) Permits selected to
purchase

The Order Total will display the total dollar amount selected for payment.

Note: Users can purchase a maximum of ten permits at one time.

Note: On this screen you can additionally click View Permit to view the permit details before paying for it to verify
it is the permit you intended. You can also click Cancel Permit to cancel this permit application and have it

removed from the Shopping Cart.

3. Click Pay Now.

Permits ready for payment and/or printing. €

Select individual permits for payment or select all [

[l Pay

Overdimension Superload

| View Permit | | Cancel Permit |

ID#: 19832 Vehicle: 11023 Company: Proldiles Test 1 Start Date: 3/28/2017

[IPay

Overdimension Oversize / Overweight

View Permit | | Cancel Permit |

ID#: 19826 Vehicle: 11023 Company: ProMiles Test 1 Start Date: 216/2017

[TPay

Annual Farm Implement Dealer

View Permit | | Cancel Permit |

ID#: 19799 Vehicle: Company: ProMiles Test 1 Start Date: 2/15/2017

Order Total
$50.00

(1) Permits selected to
purchase
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The Pay for permits screen will be displayed.

Pay for permits.

The following permits have been previously authorized and are verified for payment:
19832

Pay For Verified Permits Cancel

4. Verify that the permit(s) listed for payment are those you selected to pay. Click Pay for Verified Permits to
continue to the Payment Information screen or click Cancel to cancel and return to the Company Dashboard.

The Payment Information screen will be displayed listing the payment total for your order.

Payment Information

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

Amount Owed: $ 50.00 for 1 Permit(s)
Select Payment Method:

el|Selecl... v

Press submit only once.

5. Select Escrow from the dropdown list.
Your Escrow Balance will be displayed.

Note: Verify there are sufficient funds in Escrow. If the Escrow Balance is not sufficient to pay the amount of the
purchase, you can change your payment method to CC/Electronic check or add funds to Escrow.

6. Click Submit to purchase the permit(s) or click Cancel to cancel and return to the Company Dashboard
without purchasing.

Payment Information

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

Amount Owed: $ 50.00 for 1 Permit(s)

Select Payment Method:

o [Escrow V|

Escrow Balance:
$6839.74 | Add Funds to Escrow |

Press submit only once.
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Your purchase will be complete and the permit will be sent to you via the permit delivery method selected
when the permit was ordered.

The Issued Permits screen will be displayed.

Issued Permits

Permit finalization complete.

The payment process is completel The permit(s) generated for this order are

listed below. To view or check the status of your permit(s), return to the
Dashboard.

= Return to the dashboard
= Order another permit

Permits Issued

FPermit ID

19632 17000161

From this screen you can Return to the dashboard, Order another permit, or you can click the Permit Number
hyperlink to view and print a copy of the issued permit.

Click the Return to the dashboard link or click the Home button to return to the Company Dashboard E
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To ADD MONEY TO ESCROW WHILE PURCHASING PERMITS IN YOUR SHOPPING CART

1. Click the Shopping Cart Permits link in the Administrative Panel on the Company Dashboard.

Renew Annual Permits

Bid Route

Company Data

Reports

Annual Permit Route

Escrow

Vehicle Import

Shopping Cart (9) Permits @

The Permits ready for payment and/or printing screen will be displayed.

Permits ready for payment and/or printing. @

Select individual permits for payment or selectall [

[IPay

Overdimension Oversize /| Overweight | view Permit | [ Cancel Permit |

[lPay

ID#: 18826 Vehicle: 11023 Company: ProMiles Test 1 Start Date: 2/16/2017

Annual Farm Implement Dealer View Permit | | Cancel Permit |

ID#: 18799 Vehicle: Company: ProMiles Test 1 Start Date: 2152017

[IPay

Annual Cotton View Permit | | Cancel Permit |

[IPay

ID#: 19792  Vehicle: 11023 Company: Proliles Test 1 Start Date: 2/15/2017

Overdimension Oversize / Overweight View Permit | | Cancel Permit |

ID#: 18936 Vehicle: 107 Company: ProMiles Test 1 Start Date: 3/21/2017

Order Total
$0.00

(0) Permits selected to
purchase

From this screen you can View the permit details, Cancel the permit, or Pay for the permit.
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2. Check the Pay box above each individual permit, or select all to pay for all permits in the Shopping Cart.

Permits ready for payment and/or printing. @

Select individual permits for payment or select all [

[IPay

Ov ension Oversize / Overweight

| View Permit | | CaWcel Permit |

ID#: 19526 hicle: 11023 Company: ProMiles Test 1 Start Date: 21162017

[JPay

Annual Farm Implement Dealer

View Permit | | Cancel Permit |

ID#: 19799 Vehicle: Company: Proliles Test 1 Start Date: 2/15/2017

[IPay

Annual Cotton View Permit | | Cancel Permit |

ID#: 19798 Vehicle: 11023 Company: ProMiles Test 1 Start Date: 21152017

[JPay

Overdimension Oversize / Overweight

View Permit | | Cancel Permit |

ID#: 19936  Vehicle: 107  Company: ProMiles Test 1 Start Date: 3/21/2017

Order Total
$0.00

(0) Permits selected to
purchase

The Order Total will display the total dollar amount selected for payment.

Note: Users can purchase a maximum of ten permits at one time.

Note: On this screen you can additionally click View Permit to view the permit details before paying for it to verify

it is the permit you intended. You can also click Cancel Permit to cancel this permit application and have it

removed from the Shopping Cart.
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3. Click Pay Now.

Permits ready for payment and/or printing. @

Select individual permits for payment or selectall [J

vl Pay

Overdimension Oversize / Overweight

| View Permit | | Cancel Permit |

[IPay

ID#: 19826  Vehicle: 11023 Company: ProMiles Test 1 Start Date: 2116/2017

Annual Farm Implement Dealer

View Permit | | Cancel Permit |

ID#: 19799 Vehicle: Company: ProMiles Test 1 Start Date: 2/15/2017

[IPay

Annual Cotton View Permit | | Cancel Permit |

[IPay

ID#: 19798 Vehicle: 11023 Company: Prohiles Test 1 Start Date: 2/115/2017

Overdimension Oversize / Overweight

View Permit | | Cancel Permit |

ID#: 13936 Vehicle: 107 Company: Prohiles Test 1 Start Date: 3/21/2017

Order Total
$20.00

(1) Permits selected to
purchase

The Pay for permits screen will be displayed.

Pay for permits.

19826

Pay For Verified Permits ‘ ‘ Cancel |

The following permits have been previously authorized and are verified for payment:

4. Verify that the permit(s) listed for payment are those you selected to pay. Click Pay for Verified Permits to
continue to the Payment Information screen or click Cancel to cancel and return to the Company Dashboard.

The Payment Information screen will be displayed listing the payment total for your order.

Payment Information

Amount Owed: $ 20.00 for 1 Permit(s)

Select Payment Method:

w [Select... v]

Press submit only once.

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

5. Select Escrow from the dropdown list.

92

K-TRIPS Company User Guide



Chapter 2 The Company Dashboard

Your Escrow Balance will be displayed.

Note: If the Escrow Balance is not sufficient to pay the amount of the purchase, you can change your payment
method to CC/Electronic check or add funds to Escrow.

6. Click Add Funds to Escrow.

Payment Information

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

Amount Owed: $ 20.00 for 1 Permit(s)
Select Payment Method:

v [Escrow M /
Escrow Balance:

$67689.74 | Add Funds to Escrow |

Press submit only once.

A confirmation message will be displayed verifying that you want to leave this page.

Message from webpage 2

:I Press OK to leave this page and add funds to the escrow account.

0K ] ’ Cancel

7. Click OK to continue.

The Escrow Processing screen will be displayed.

Escrow Processing

Add funds to the ProMiles Test 1 escrow account

Current Balance: 56, 789.74

Amount ® 5500 O %200

Description | |

Reference Text: | |
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8. Select an amount of $500 or $200 to add to Escrow. These are the only amounts that can be added to Escrow
with a credit card or electronic check. Additionally, enter a Description and a Reference Text. This text can be
any description and reference that will aid in reporting and reconciling. Both fields will print on the Escrow
Statement.

Escrow Processing
Add funds to the ProMiles Test 1 escrow account

Current Balance: 56, 78974

Amount ® 35500 O $200
Description
Reference Text:

9. Click Submit.

The LexisNexis credit card processing screen will be displayed.

Kansas Commercial Motor Vehicle Office - Permits

Agency Amount £500.00

LexisMexis Service Fee 51500

Total Amount 5315.00
Billing Address Payment Information

Address Type Payment Type

®) Credit Card

Card Number®

Cardholder First Name* Expiration Date®
security Code™
ded this sample credit card to assist you In finding the security

Cardholder Last Name*

Billing Address Line1*
Rilling Address Line2
Billing City*

Bllling State/Province
RBilling Zip Code e
Billing Country™ Afghanistan

F-mail®

Confirm E-mail*

Phone Number®

Previous Page Continue

@ LexisNexis = =

10. Complete the credit card/electronic check information and precede through the LexisNexis screens until your
transaction is complete. Click the Click here to Return to K-TRIPS link. You will be returned to the Company
Dashboard. If your transaction was successful, the funds will automatically be posted to your Escrow account
and will be reflected in your new Escrow balance. You must access the permit from the Shopping Cart to
complete the purchase.
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To PURCHASE PERMITS IN YOUR SHOPPING CART WITH A CREDIT CARD OR ELECTRONIC CHECK

1. Click the Shopping Cart Permits link in the Administrative Panel on the Company Dashboard.

Renew Annual Permits

Bid Route

Company Data

Reports

Annual Permit Route

Escrow

Vehicle Import

Shopping Cart (9) Permits @

The Permits ready for payment and/or printing screen will be displayed.

Permits ready for payment and/or printing. @

Select individual permits for payment or selectall [

[IPay

Overdimension Oversize /| Overweight | view Permit | [ Cancel Permit |

[lPay

ID#: 18826 Vehicle: 11023 Company: ProMiles Test 1 Start Date: 2/16/2017

Annual Farm Implement Dealer View Permit | | Cancel Permit |

ID#: 18799 Vehicle: Company: ProMiles Test 1 Start Date: 2152017

[IPay

Annual Cotton View Permit | | Cancel Permit |

[IPay

ID#: 19792  Vehicle: 11023 Company: Proliles Test 1 Start Date: 2/15/2017

Overdimension Oversize / Overweight View Permit | | Cancel Permit |

ID#: 18936 Vehicle: 107 Company: ProMiles Test 1 Start Date: 3/21/2017

Order Total
$0.00

(0) Permits selected to
purchase

From this screen you can View the permit details, Cancel the permit, or Pay for the permit.
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2. Check the Pay box above each individual permit, or select all to pay for all permits in the Shopping Cart.

Permits ready for payment and/or printing. @

Select individual permits for payment or select all [

[TPay $20.00

Owi ension Oversize / Overweight

| View Permit | | CaMcel Permit ‘

1D#: 19826 hicle: 11023 Company: ProMiles Test 1 Start Date: 2116/2017

[IPay $150.00

Annual Farm Implement Dealer

View Permit | | Cancel Permit ‘

ID#: 19799 Vehicle: Company: ProMiles Test 1 Start Date: 2/15/2017

[JPay $150.00

Annual Cotton View Permit | | Cancel Permit ‘

ID#: 19792 Veehicle: 11023 Company: Proliles Test 1 Start Date: 2/15/2017

[JPay $20.00

Overdimension Oversize / Overweight

View Permit | | Cancel Permit ‘

ID#: 13986 Vehicle: 107 Company: Proliles Test 1 Start Date: 3/21/2017

Order Total
$0.00

(0) Permits selected to
purchase

The Order Total will display the total dollar amount selected for payment.

Note: Users can purchase a maximum of ten permits at one time.

Note: On this screen you can additionally click View Permit to view the permit details before paying for it to verify
it is the permit you intended. You can also click Cancel Permit to cancel this permit application and have it

removed from the Shopping Cart.

3. Click Pay Now.

Permits ready for payment and/or printing. @

Select individual permits for payment or selectall [J

vl Pay

Overdimension Oversize / Overweight

| View Permit | | Cancel Permit |

ID#: 19826  Vehicle: 11023 Company: ProMiles Test 1 Start Date: 2116/2017

[IPay

Annual Farm Implement Dealer

View Permit | | Cancel Permit |

ID#: 19799 Vehicle: Company: ProMiles Test 1 Start Date: 2/15/2017

[IPay

Annual Cotton

View Permit | | Cancel Permit |

ID#: 19798 Vehicle: 11023 Company: ProMiles Test 1 Start Date: 2/15/2017

[IPay

Overdimension Oversize / Overweight

View Permit | | Cancel Permit |

ID#: 13936 Vehicle: 107 Company: Prohiles Test 1 Start Date: 3/21/2017

Order Total
$20.00

(1) Permits selected to
purchase
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The Pay for permits screen will be displayed.

Pay for permits.

The following permits have been previously authorized and are verified for payment:
19826

Pay For Verified Permits ‘ ‘ Cancel |

4. Verify that the permit(s) listed for payment are those you selected to pay. Click Pay for Verified Permits to
continue to payment information or click Cancel to cancel and return to the Company Dashboard.

The Payment Information screen will be displayed listing the payment total for your order.

Payment Information

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

Amount Owed: $ 20.00 for 1 Permit(s)
Select Payment Method:

o [Select... v|

Press submit only once.

5. Select CC/Electronic check from the dropdown list.

Payment Information

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

Amount Owed: $ 20.00 for 1 Permit(s)

Select Payment Method:

P

Escrow
CC / Electronic check

Submit Cancel

Press submit only once.

The LexisNexis credit card processing screen will be displayed.

6. Complete the credit card/electronic check information and precede through the LexisNexis screens until your
transaction is complete. Click the Click here to Return to K-TRIPS link. You will be returned to the Company
Dashboard. If your transaction was successful, the permit will be delivered to you via the delivery method
selected when the permit was ordered. The permit can also be accessed from the Permits Panel on the
Company Dashboard. See Permits Panel on page 106 for more information.
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To PRINT A NO CHARGE PERMIT

K-TRIPS enables KDOT to issue permits at no charge when deemed necessary. The permit will still go to the
Shopping Cart once it is approved but before it is issued. No Charge permits must be printed to be active.

1. Click the Shopping Cart link in the Administrative Panel on the Company Dashboard.

Renew Annual Permits
Bid Route
Company Data
Reports
Annual Permit Route
Escrow
Vehicle Import
Shopping Cart (8) Permits
O

The Permits ready for payment and/or printing screen will be displayed.

Permits ready for payment and/or printing. @

Select individual permits for payment or selectall [

CJPay

Annual Farm Implement Dealer | View Permit ‘ | Cancel Permit |

ID#: 19799 Vehicle: Company: ProMiles Test 1 Start Date: 2115/2017

[Jpay

Annual Cotton View Permit ‘ | Cancel Permit |

ID#: 19793 Vehicle: 11023 Company: ProMiles Test 1 Start Date: 2/15/2017

CIPay

Overdimension Oversize | Overweight View Permit | | Cancel Permit |

ID#: 19936 Vehicle: 107 Company: ProMiles Test 1 Start Date: 3/21/2017

[Jpay

Overdimension Large Structure (2 notes) [ view Permit | [ Cancel Permit |

ID#: 19830 Vehicle: 11023 Company: ProMiles Test 1 Start Date: 2/17/2017

CPay

Overdimension Large Structure View Permit | | Cancel Permit |

ID#: 19801 Vehicle: 11023 Company: ProMiles Test 1 Start Date: 3/25/2017

Select individual permits to print or selectall [

CIPrint

Government Annual Oversize Only [ view Permit | | cancel Permit |

ID#: 20037 Vehicle: 107 Company: ProMiles Test 1 Start Date: 4/6/2017

CIPrint

Government Annual Oversize Only View Permit ‘ | Cancel Permit

ID#: 20036 Vehicle: 11023 Company: ProMiles Test 1 Start Date: 4/6/2017

CIPrint

Overdimension Oversize / Overweight View Permit | | Cancel Permit

ID#: 19627 Vehicle: 107 Company: ProMiles Test 1 Start Date: 4/6/2017

Order Total
$0.00

(0) Permits selected o
purchase

No charge @

(0) Permits selected to print
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2. Check the box beside each no charge permit to print or check all to select all no charge permits.

Select individual permits to print or selectall [

CIPrint No charge No charge @
Gdrnment Annual Oversize Only [ View Pelyit | [ Cancel Permit | (0) Permits selected to print
ID#: 2 Vehicle: 107 Company: Proliles Test 1 Start Date: 4/6/2017

[IPrint No charge

Government Annual Oversize Only View Permit | | Cancel Permit

ID#: 20036  Vehicle: 11023 Company: ProMiles Test 1 Start Date: 4/82017

[IPrint No charge

Overdimension Oversize / Overweight View Permit | | Cancel Permit |
ID#: 18827  Vehicle: 107 Company: Prolviiles Test 1 Start Date: 4/6/2017

3. Click the Print Now button. Printing the permit is equivalent to issuing the permit. The permit will be delivered
to you via the delivery method selected when the permit was ordered. The permit can also be accessed from
the Permits Panel on the Company Dashboard. See Permits Panel on page 106 for more information.

The Issued Permits screen will be displayed.

Issued Permits

Permit finalization complete.

The payment process is complete! The permit(s) generated for this order are
listed below. To view or check the status of your permit(s), return to the
Dashboard.

« Return to the dashboard
« Order another permit

Permits Issued

Permit ID

20037 17000163

From this screen you can Return to the dashboard, Order another permit, or you can click the Permit Number
to view and print a copy of the issued permit.

4. Click the Return to the dashboard link or click the Home button to return to the Company Dashboard E
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CUSTOMER SUPPORT PANEL

The Customer Support Panel consists of Live Chat and Support Call Back. These features are available to Company
Users to assist in answering questions regarding permitting, routing, and using K-TRIPS. These options provide
answers to your questions without phone hold times.

Click to.
AT gV L

FIGURE 11: THE CUSTOMER SUPPORT PANEL

LIVE CHAT LoG IN
Live Chat is available to communicate online with K-TRIPS Live Chat Support Specialists. Live Chat is only available

when K-TRIPS Live Chat Support Specialists are logged in to accept chats. If Live Chat is not available, the Live Chat
button will have an Offline status. Customer Users can additionally request a Support Call Back.

To LoG IN TO LIVE CHAT

1. Click Chat Live in the Customer Support Panel on the Company Dashboard.

Click to..

CelAr Lz

The K-TRIPS Live Chat Support screen will be displayed.

K-TRIPS Live Chat Support

Please tell us your name and press Log In to request your chat session.
Name: | |

| Log In to Chat |
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2. Enter the name to display in the message center during chat sessions. This is usually your first name.

K-TRIPS Live Chat Support

Please tell us your name and press Log In to request your chat session.
Name: |Michelle |

| Log In to Chat |

3. Click Log In to Chat.

The K-TRIPS Live Chat Support screen will be displayed with a welcome message.

K-TRIPS Live Chat Support

\Welcome, Michelle, to K-TRIPS Live Chat Support. A support specialist will be with you
shortly.

4. Wait for the message stating a K-TRIPS Live Chat Support Specialist has joined the Chat.

K-TRIPS Live Chat Support

\Welcome, Michelle, to K-TRIPS Live Chat Support. A support specialist will be with you
shortly.

Tim: Hello, Michelle. How may | help you?

Send Copy of My Screen
| End Chat Session |
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5. Type your question in the empty field. Click Send Text.

K-TRIPS Live Chat Support

elcome, Michelle, to K-TRIPS Live Chat Support. A support specialist will be with you
hortly.
Tim: Hello, Michelle. How may | help you?

I have a gquestion regarding axle weights.

/ | Send Copy of My Screen

[ End Chat Session ]

Your message will be sent to the K-TRIPS Live Chat Support Specialist and will be displayed in the chat box.

K-TRIPS Live Chat Support

\Welcome, Michelle, to K-TRIPS Live Chat Support. A support specialist will be with you
shortly.

Tim: Hello, Michelle. How may | help you?

Michelle: | have a question regarding axle weights <@

6. Wait for the K-TRIPS Live Chat Support Specialist’s response.

K-TRIPS Live Chat Support

elcome, Michelle, to K-TRIPS Live Chat Support. A support specialist will be with you
hortly.

im: Hello, Michelle. How may | help you?

ichelle: | have a question regarding axle weights. /

im: | would be glad to help you. What is your question?
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7. Continue to type and Send Text and allow the K-TRIPS Live Chat Support Specialist to answer your questions.

To provide additional information, click Send Copy of My Screen to send a copy of your K-TRIPS screen to the

K-TRIPS Live Chat Support Specialist.

K-TRIPS Live Chat Support

shortly.

Tim: Hello, Michelle. How may | help you?

Michelle: | have a question regarding axle weights.
Tim: | would be glad to help you. What is your question?

\Welcome, Michelle, to K-TRIPS Live Chat Support. A support specialist will be with you

| End Chat Session |

Send Copy of My Screen | <

8. Click End Chat Session to end the Chat Session and return to the Company Dashboard once the K-TRIPS Live

Chat Support Specialist has answered your questions.

K-TRIPS Live Chat Support

hortly.
im: Hello, Michelle. How may | help you?
ichelle: | have a question regarding axle weights.
Tim: | would be glad to help you. What is your question?

elcome, Michelle, to K-TRIPS Live Chat Support. A support specialist will be with you

| End Chat Session |

| Send Copy of My Screen
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REQUEST SUPPORT CALL BACK

Customer Users can request to receive a call back from a support specialist to answer permitting and routing
questions. Submitted call back requests will be sent to a Support Call Queue and will be answered within 1

business day and during normal Permit Office business hours.

Click to...
e LA ATV E

' OMLINE

To REQUEST A SUPPORT CALL BACK

1. Click Request Support Call Back in the Customer Support Panel on the Company Dashboard.

REQUEST

The K-TRIPS Support Call Back Request screen will be displayed.

K-TRIPS Support Call Back Request

Please leave your name and contact information.
Name: | ‘

Phone: | ‘

Email: | |

Message:

Request Call Back

address.

Complete all of the requested information including your Name, Phone number with area code, and Email
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3.

Type your question or request in the Message field.

K-TRIPS Support Call Back Request

Flease leave your name and contact information.

MName: |Korri Ayers |
Phone: |409-697-2587 |
Email: |ProMiles@ProMiles.com |
0] gs55age:

have a guestion about renewing an Annual
Permit.

Please call me at your earliest convenience. I

Request Call Back

Click Request Call Back.

The following message will be displayed.

This window will automatically close.

Thank you. A support specialist will contact you within 1 business day.

You will be returned to the Company Dashboard when the screen automatically closes. A support specialist
will contact you within 1 business day and during normal Permit Office business hours.
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PERMITS PANEL

The Permits Panel on the Company Dashboard is the central location of most of the company’s permit business
within K-TRIPS. From here you can order a New Permit, Search Permits, Filter Permits in the queue, and perform

actions such as View, Copy, Resume, and Cancel permit applications.

Company Dashboard

-
Permits issued and permits requiring further processing.

T New Permit..  Show: 2% Refresh  (¥)Search Permits
Permit No/ID  Type Submitted Status Action
20038 Annual Oversize andfor Overweight Unfinished Select...
17000163 Government Annual Oversize Only 462017 1214 PM lssued Select. .
20035 Government Annual Oversize Only 462017 11:32 AM Pending Select. .
17000160 Cwverdimension Oversize [ Overweight 462017 11:04 AM lssued Select. .
17000159 Cwerdimension Cversize ! Overwveight 462017 10:34 AM |ssued Select. .
17000158 Cwverdimension Oversize [ Overweight 462017 09:01 AM lssued Select. .
17000157 Cwverdimension Oversize [ Overweight 462017 03:59 AM lssued Select. .
17000156 Cwverdimension Oversize [ Overweight 462017 08:56 AM lssued Select. .
17000155 Cwverdimension Oversize [ Overweight 462017 08:51 AM lssued Select. .
17000154 Cwverdimension Oversize [ Overweight A4/52017 10:04 AM lssued Select. .
17000153 Cwverdimension Oversize [ Overweight A4/4£2017 10:59 AM lssued Select. .
17000152 Cwerdimension Oversize ! Overwveight 4472017 08:15 AM |ssued Select. .
17000151 Cwverdimension Oversize [ Overweight 4372017 03:34 AM lssued Select. .
17000150 Cwverdimension Oversize [ Overweight 32017 12:23 PM lssued Select. .
17000149 Cwverdimension Oversize [ Overweight 3312017 10:02 AM lssued Select. .
17000148 Cwerdimension Cversize ! Overwveight 312017 10:00 AM |ssued Select. .
17000147 Cwverdimension Oversize [ Overweight 3312017 09:58 AM lssued Select. .
17000146 Cwverdimension Oversize [ Overweight 312017 09:51 AM lssued Select. .
17000145 Cwverdimension Oversize [ Overweight 3312017 09:45 AM lssued Select. .
17000144 Cwverdimension Oversize [ Overweight 312017 09:47 AM lssued Select. .
17000143 Cwverdimension Oversize [ Overweight 3312017 09:44 AM lssued Select. .
17000142 Cwverdimension Oversize [ Overweight 3312017 09:41 AM lssued Select. .
17000141 Cwerdimension Oversize ! Overwveight 3292017 3.47 PM |ssued Select. ..
20010 Cwverdimension Superload 3282017 4:.07 PM Pending Select. .
17000140 Cwverdimension Oversize [ Overweight 232017 4:43 PM lssued Select. .
Show: |25 Records
h

The list of permits displayed can be filtered by the permit Status to show All, Unfinished, Pending, Issued, Expired,

and On Hold permits.

FIGURE 12: THE PERMITS PANEL
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Permit Status Filter

All

TABLE 3: PERMIT STATUS FILTER

Permit Status Filter Description

Show to display All permits in the queue with the most recent listed
first

Unfinished

Show to display Unfinished permit applications in the queue.
Unfinished permit applications were started by a Company User
and have not been completed. Click Select then Resume Permit to
complete the permit application.

Pending

Show to display Pending permit applications in the queue. These
permit applications were started by a Company User and submitted
to the KS Permit Office for review. These permits have not been
approved.

Issued

Show to display Issued permits. These are permits that have been
approved and purchased and are currently active.

Expired

Show to display Expired permits. These are permits that have been
approved and purchased but are no longer active.

On Hold

Show to display On Hold permits. These are permit applications
that have been submitted to the KS Permit Office but are on hold
waiting for additional KDOT approvals such as bridge or districts.
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To FILTER THE LIST OF PERMITS DISPLAYED IN THE PERMITS PANEL

Permits listed in the Permits Panel can be filtered by the six status options in the Show: dropdown list: All,
Unfinished, Pending, Issued, Expired, and On Hold.

1.

2.

3.

Click the Show: dropdown list in the Permits Panel on the Company Dashboard.

Select the filter for displaying the permits.

For this example, we will select Expired.

Company Dashboard

' ™
Permits issued and permits requiring further processing.
£ New Permit..  Show: 2% Refresh  (¥)Search Permits v

Unfinished
Permit No/ID  Type Pending Submitted Status Action
20028 Annual Oversize 4 'E‘vﬁu_e'jd t Unfinished  Select
17000163 Government Annd O?p"_'rfﬂ J 40612017 1214 PM___ Issued Select .
20035 Govermnmment ANNUETOVETSIZE O AfB2017 1132 AM Pending Select...
17000160 Overdimension Oversize / Ovenweight AB2017 1104 AM lssued Select...
17000159 Owverdimension Oversize / Overweight AfB2017 1034 AM lssued Select...
17000158 Overdimension Oversize [ Overweight 4j6/2017 09:01 AM Issued Select...
17000157 Cwverdimension COversize / Overweight 4672017 08:59 AM Issued Select. .
17000156 Cwerdimension Oversize / Overweight 4672017 08:56 AM lssued Select...
17000155 Owverdimension Oversize / Ovenweight 4672017 08:51 AM lssued Select...
17000154 Cwerdimension Oversize / Overweight 4572017 10:04 AM lssued Select...
17000153 Owverdimension Oversize / Ovenweight A/472017 10:59 AM lssued Select...
The Expired permits will be displayed in the list of permits.

Company Dashboard

Fa )

Permits issued and permits requiring further processing.

Y New Permit..  Show: 2% Refresh  (¥)Search Permits -
Pearmit No/ID Type Submitted Status Action
17000010 Overdimension Oversize / Overweight 11072017 4235 PM Expired Select...
17000008 Overdimension Oversize / Overweight 11072017 4:34 PM Expired Select. .
17000008 Overdimension Oversize / Overweight 11072017 4:32 PM Expired Select .
17000007 Overdimension Oversize / Overweight 11072017 4227 PM Expired Select...
17000006 Overdimension Oversize / Overweight 11072017 413 PM Expired Select...
17000005 Overdimension Oversize / Overweight 11072017 3:56 PM Expired Select...
17000004 Overdimension Oversize / Overweight 11072017 319 PM Expired Select .
17000003 Overdimension Oversize / Overweight 162017 1:39 PM Expired Select...
17000001 Overdimension Oversize / Overweight 142017 329 PM Expired Select...
16000350 Overdimension Oversize / Overweight 1202772016 10:48 AM Expired Select...

Click Refresh to return to the full results in the Permits Panel.

Full results will be displayed in the Permits Panel.
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To SEARCH FOR A PERMIT IN THE PERMITS PANEL

Permits listed in the Permits Panel can be searched by the ten options in the Search By: dropdown list: Permit
Number, Permit ID, Vehicle, Permit Type, Issue Date, Start Date, VIN Number, License Plate, Company
Reference, or Terminal.

1.

2.

Click the Expand Chevron icon for Search Permits in the Permits Panel on the Company Dashboard.

Company Dashboard
Permits issued and permits requiring further processing.

T New Permit..  Show: %% Refresh  (¥)Search Permits o9
Permit No/ID Type Submitted Status Action
20038 Annual Oversize andfor Overweight Unfinished Select...
17000163 Government Annual Oversize Only 4162017 12:14 PM Issued Select .
20035 Government Annual Oversize Only 41612017 11:32 AM Pending Select...

The Search By: dropdown list will be displayed.
Company Dashboard

Permits issued and permits requiring further processing.

Y New Permit..  Show: %% Refresh (&) Search Permits (7}

Search By: [Permit Number v| | | | Go |
Permit No/ID  Type Submitted Status Action
20038 Annual Oversize andfor Overweight Unfinished Select .
17000163 Govemnment Annual Oversize Only AMBF2017 1214 PM Issued Select. .
20035 Government Annual Cversize Only AMBF2017 11:32 AM Pending Select...
17000160 Cverdimension Cversize / Overweight 41672017 11:04 AM lssued Select...
17000159 Overdimension Cversize { Overweight 41672017 10:34 AM Issued Select...

Select one Search By: criteria from Permit Number, Permit ID, Vehicle, Permit Type, Issue Date, Start Date,
VIN Number, License Plate, Company Reference, or Terminal and then enter the corresponding search

information.
Company Dashboard
Permits issued and permits requiring further processing.
T New Permit...  Show: %% Refresh (&) Search Permits o
Search By: [Permit Number | || Go |
Permit ID %
Permit No/ID  |Vehicle Submitted Status Action
20028 E“;‘I[‘”;'t[gge srweight Unfinished  Sslect .
17000163 Start Date ize Only AB2017 1214 PM Issued Select. .
20035 VIN Number ize Only 4/6/2017 11:32 AM Pending Select ..
17000160 License Plate Overweight 41612017 11:04 AM Issued Select...
17000159 $Gm93”|3f Reference  loverweight  4/6/2017 10:34 AM Issued Select...
17000158 N rormrrorormed Overweight | 4/6/2017 09:01 AM  Issued Select
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For this example, we will search by Permit Number 16000240.

Company Dashboard
s ™
Permits issued and permits requiring further processing.
T New Permit...  Show: 2% Refresh  (a)Search Permits ©
Search By: [Permit Number v 16000240 || Go |
Permit No/lID  Type Submitted Status Action
20032 Annual Oversize andfor Overweight Unfinished Select...
17000163 Govermnment Annual Oversize Only 462017 1214 PM Issued Select...
20035 Government Annual Cversize Only 462017 11:32 AM Pending Select. .
17000160 Cwverdimension Oversize ! Overweight 462017 11:04 AM Issued Select...
17000159 Overdimension Oversize ! Overweight AMEF2017 10:34 AM Issued Select...
17000158 Cwverdimension Oversize ! Overweight 462017 09:01 AM Issued Select. .
3. Click Go.
The permit will be listed in the results.
Company Dashboard
s ™
Permits issued and permits requiring further processing.
T New Permit..  Show: 2% Refresh  (z)Search Permits (7}
Search By: [Permit Number /| [16000240 || Go |
Permit No/lD Type Submitted Status Action
16000240 Owverdimension Oversize § Overweight 22312016 09:52 AM Expirad Select...
Show: |25 Records W
4. Click the Collapse Chevron icon to close Search Permits.
Company Dashboard
Fa ™
Permits issued and permits requiring further processing.
T New Permit..  Show: %% Refresh S@\Search Permits o
S
Search By: [Permit Number | [16000240 || co |
Permit No/lD Type Submitted Status Action
16000240 Overdimension Oversize § Overweight 82372016 0952 AM Expirad Select .

Show: |25 Records W
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5.

Click Refresh to return to full results in the Permits Panel.

Company Dashboard

s =y
Permits issued and permits requiring further processing.
T New Permit.  Show: %% Refresh  (¥) Search Permits (7]
Permit No/ID Type Submitted Status Action
16000240 Overdimension Oversize / Overweight 82312016 0952 AM Expired Select...

Show: |25 Records W

Full results will be displayed in the Permits Panel.

Company Dashboard

-
Permits issued and permits requiring further precessing.

Y New Permit..  Show: %% Refresh  (¥)Search Permits
Permit No/ID  Type Submitted Status Action
20038 Annual Oversize andior Overweight Unfinished Select...
17000163 Government Annual Cversize Only 4672017 12:14 PM Issued Select...
20035 Government Annual Cversize Only A4M6F2017 11:32 AM Pending Select...
17000160 COwerdimension Oversize / Overaveight 4672017 11:04 AM Issued Select .
17000159 Cwverdimension Cversize | Overwveight 462017 10:34 AM lssued Select...
17000158 COwerdimension Oversize / Overaveight 416/2017 09:01 AM Issued Select .
17000157 Owerdimension Oversize ! Overwveight 41672017 03:59 AM Issued Select...
17000156 Cwverdimension Cwversize | Overweight 4/6/2017 08:56 AM Issued Select...
17000155 COwerdimension Oversize / Overaveight 416/2017 08:51 AM Issued Select .
17000154 Cwverdimension Cwversize | Overweight 4/572017 10:04 AM Issued Select...
17000153 COwerdimension Oversize / Overaveight 47472017 10:59 AM Issued Select .
17000152 Cwerdimension Cversize ! Overwveight A7/472017 03:15 AM Issued Select...
17000151 Cwverdimension Cwversize | Overweight 47372017 03:34 AM Issued Select...
17000150 COwerdimension Oversize § Overaveight 3312017 12:23 PM Issued Select .
17000149 Cwverdimension Cwversize | Overweight 3312017 10:02 AM Issued Select...
17000148 COwerdimension Oversize § Overaveight 3/31/2017 10:00 AM Issued Select .
17000147 Cwerdimension Cversize ! Overwveight 373172017 09:58 AM Issued Select...
17000146 Cwverdimension Cwversize | Overweight 3312017 09:51 AM Issued Select...
17000145 COwerdimension Oversize § Overaveight 3/31/2017 09:49 AM Issued Select .
17000144 Cwverdimension Cwversize | Overweight 3312017 09:47 AM Issued Select...
17000143 COwerdimension Oversize § Overaveight 3/31/2017 09:44 AM Issued Select .
17000142 Cwerdimension Cversize § Overwveight 33172017 09:41 AM Issued Select...
17000141 Cwverdimension Cwversize | Overweight 37292017 3.47 PM Issued Select...
20010 Owerdimension Superload 32812017 4:07 PM Pending Select. .
17000140 Cwverdimension Cwversize | Overweight 3232017 443 PM Issued Select...
show.
o
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To SORT PERMITS IN THE PERMITS PANEL

Permits listed in the Permits Panel can be sorted by the four column headers: Permit No/ID, Type, Submitted, and
Status.

1.

Click the column header for the sort in the Permits Panel on the Company Dashboard. To sort permits by
Permit Type, click Type.

Company Dashboard

Permits issued and permits requiring further processing.

T New Permit..  Show: %% Refresh  (¥)Search Permits (7]
Permit No/ID  Type Submitted Status Action
20038 A, 5l Oversize andfor Overweight Unfinished  Select...
17000163 Government Annual Oversize Only 462017 12:14 PM Issued Select...
20035 Government Annual Oversize Only 462017 11:32 AM Pending Select...
17000160 Cwerdimension Oversize / Overweight 462017 11:04 AM Issued Select .
17000159 Owverdimension Oversize / Overweight 4782017 10:34 AM Issued Select...
17000158 Overdimension Oversize / Overweight 4672017 09:01 AM Issued Select...
17000157 Cwerdimension Oversize / Overweight 462017 08:59 AM Issued Select .
17000156 Cwerdimension Oversize / Overweight 4672017 03:56 AM Issued Select .
17000155 Owverdimension Oversize / Overweight 4762017 08:51 AM Issued Select. .

The permits will be sorted by Type.

Note: Permits will be sorted in alphabetical order from A-Z. To sort the permits in order from Z-A, click the Type
link a second time.

2.

3.

Click other headers to sort by that header.

Click Refresh to return to full results in the Permits Panel.

Full results in the Permits Panel on the Company Dashboard will be displayed.
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To DETERMINE THE NUMBER OF PERMITS DISPLAYED

The number of permits listed in the Permits Panel can be adjusted by the five options in the Show: dropdown list:
25 Records, 50 Records, 100 Records, 150 Records, or 200 Records. The default number of permits shown is 25.

1. Click the Show: dropdown list in the bottom of the Permits Panel on the Company Dashboard.

2. Select an option from the dropdown list to determine the number of permits displayed in the Permits Panel.

Company Dashboard
-
Permits issued and pEFI'TIi'I:S requiring further prccessing.

T New Permit..  Show: %% Refresh  (¥)Search Permits (7]
Permit No/ID  Type Submitted Status Action
20038 Annual Oversize andfor Overweight Unfinished Select
17000163 Government Annual Oversize Only AJ&2017 1214 PM lssued Select
20035 Government Annual Oversize Only 462017 11:32 AM Pending Select
17000160 Cwerdimension Oversize ! Overnveight 462017 11:04 AM lssued Select
17000159 Cwverdimension Oversize § Overveight AB2017 10:34 AM Issued Select...
17000158 Cwverdimension Oversize / Overwvelght 462017 08:01 AM Issued Select...
17000157 Owverdimension Oversize / Overwelght 4/6/2017 08:59 AM Issued Select...
17000156 COverdimension Oversize / Overweight 4/6/2017 08:56 AM Issued Select...
17000155 COverdimension Oversize / Overweight 4/6/2017 08:51 AM Issued Select...
17000154 Cwerdimension Oversize ! Overnveight 4/R2017 10:04 AM lssued Select
17000153 Cwerdimension Oversize § Overwveight 4412017 10:59 AM lssued Select...
17000152 Cwerdimension Oversize § Overwveight 4412017 08:15 AM lssued Select...
17000151 Cwerdimension Oversize § Overweight 4732017 08:34 AM lssued Select...
17000150 Cwerdimension Oversize § Overveight 332017 12:23 PM lssued Select...
17000149 COverdimension Oversize / Overweight 33172017 10:02 AM Issued Select...
17000148 COverdimension Oversize / Overweight 33172017 10:00 AM Issued Select...
17000147 Overdimension Oversize / Overveight 3312017 09:58 AM lssued Select...
17000146 COwverdimension Oversize / Overnveight 3312017 09:51 AM Issued Select .
17000145 COwerdimension Oversize § Overnveight 3312017 09:49 AM Issued Select .
17000144 Cwerdimension Oversize § Overveight 3312017 09:47 AM lssued Select...
17000143 Cwverdimension Oversize §/ Overveight 33172017 09:44 AM Issued Select...
17000142 Cwverdimension Oversize §/ Overveight 33172017 09:41 AM Issued Select...
17000141 Cwverdimension Oversize §/ Overveight 32972017 3:47 PM Issued Select...
20010 Cwverdimension Superioad 32872017 4:07 PM Pending Select...
17000140 COwverdimension Oversize / Overnveight 232017 4:43 PM Issued Select .

Show: |25 Records
L 50 Records % | )
100 Records
150 Recaords
200 Records

The selected number will determine the number of permits displayed in the Permits Panel.

Note: The default number of permits shown is 25.To return back to the default permits shown, select 25 Records
from the Show: dropdown list.
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PERMIT ACTIONS

From the Permits Panel, you can perform several actions including viewing the Permit Details or Permit PDF,

editing a permit application, copying a permit application, resuming an unfinished application, or canceling an

unfinished application. You additionally can see the Queue Position of your pending application.

Note: The various actions available to users are dependent upon the Permit Status.

Company Dashboard
Permits issued and permits requiring further processing.
Y New Permit. Show: %% Refresh  (¥)Search Permits (7]
Permit No/ID  Type Submitted Status Action
20038 Annual Oversize andfor Overweight Unfinished Select
17000163 Government Annual Oversize Only 462017 12:14 PM Issued Selgrt
20035 Government Annual Oversize Only 462017 1132AM___ Pending __ Selvjl VIEW Permit /
17000160 Overdimension Oversize / Overweight 4762017 11:04 AM Issued Sele ﬁ Copy Permit
17000159 Overdimension Oversize / Overweight 4762017 10:34 AM Issued Selecd
17000158 Overdimension Oversize / Overweight 4162017 09:01 AM Issued Select...
17000157 Overdimension Oversize / Overweight Af6/2017 08:59 AM Issued Select
17000156 Overdimension Oversize / Overweight 4162017 08:56 AM Issued Select...
17000155 Overdimension Oversize / Overweight Af6/2017 08:51 AM Issued Select
17000154 Overdimension Oversize / Overweight AME2017 10:04 AM Issued Select
17000153 Overdimension Cversize / Overweight AF412017 10:59 AM Issued Select...
17000152 Overdimension Oversize / Overweight A474/2017 08:15 AM Issued Select
17000151 Overdimension Qversize / Overweight 4732017 08:34 AM Issued Select...
Company Dashboard
Permits issued and permits requiring further processing.
4 New Permit. Show: 4 Refresh  (¥)Search Permits 7]
Permit No/ID  Type Submitted Status Action
20033 Annual Oversize andfor Overweight Unfinished  Sefpet
17000163 Government Annual Cversize Only 4762017 12:14 PM Issued S8 Resume Permit
20035 Government Annual Oversize Only AfB/2017 11:32 AM Pending Sele Cancel Permit
17000160 Overdimension Oversize / Overweight AMB2017 11:04 AM Issued Select
17000159 Overdimension Oversize / Overweight 4162017 10:34 AM Issued Select..
17000158 Overdimension Oversize / Overweight 416/2017 09:01 AM Issued Select..
17000157 Overdimension Oversize / Overweight A476/2017 03:59 AM Issued Select.
17000156 Overdimension Oversize / Overweight Af8/2017 08:56 AM Issued Select.
17000155 Overdimension Oversize / Overweight AfB/2017 08:51 AM Issued Select.
17000154 Overdimension Oversize / Overweight 475/2017 10:04 AM Issued Select..
17000153 Overdimension Oversize / Overweight 47472017 10:59 AM Issued Select..
Company Dashboard
Permits issued and permits requiring further processing.
) New Permit Show: 4% Refresh  (¥)Search Permils (7}
Permit No/ID Type Submitted Status Action
20033 Annual Oversize and/or Overweight Unfinished Select...
17000163 Government Annual Oversize Only 482017 12:14 PM Issued Select... /
20035 Government Annual Oversize Only 4612017 11:32 AM Pending Sek /
17000160 COverdimension Qversize / Overweight 4/6/2017 11:04 AM Issued Sek
17000159 Overdimension Oversize / Overweight 47612017 10:34 AM Issued Sele /
17000158 Overdimension Oversize / Overweight 4/6/2017 09:01 AM Issued Sele E Copy Permit /
17000157 Overdimension Qversize / Qverweight 4/6/2017 08:59 AM Issued Sele B
17000156 Cverdimension Oversize / Overweight 4612017 0B56 AM___ Issued Ser ] Queue PUS'““”/
17000155 Overdimension Oversize / Overweight 4/612017 08:51 AM Issued Sel¢ ﬁ Cancel Permit
17000154 Overdimension Oversize / Overweight 4/5/2017 10:04 AM Issued Select
17000153 Overdimension Oversize / Overweight 47412017 10:59 AM Issued Select. |

Note: Clicking Queue Position informs you of the current position of your permit in the queue.

QueuePosition

This permit is in the Oversize /
Overweight queue.
Its current position is: 47 of 74
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TABLE 4: PERMIT ACTIONS

Element Content

View Permit In the Action column click Select. Click View Permit. The Permit
Details screen will be displayed. See Permit Details on page 116 for
more information. This action is available for permits with a status of
Issued, Issued Prior, Expired, or Pending.

Edit Permit In the Action column click Select. Click Edit Permit. This will display
the permit application for you to make changes. This action is
available for permits that a KS Agency User hasn’t started working
and with a status of Pending.

Copy Permit In the Action column click Select. Click Copy Permit. A new permit
application will open containing the information from this permit.
Review and complete this new permit application. All fields, except
Company Name and Permit Type can be changed on this copied
permit. This action is available for permits with a status of Issued,
Issued Prior, Expired, or Pending.

Queue Position In the Action column click Select. Click Queue Position. This will let
you know where in the queue the permit application resides. This
action is only available for permits with a status of Pending.

Resume Permit In the Action column click Select. Click Resume Permit. This action
will display an existing incomplete permit application for you to
review and complete. This action is available for permits with a
status of Unfinished.

Cancel Permit In the Action column click Select. Click Cancel Permit. This action
deletes the permit application. This action is available for permits
with a status of Unfinished or Pending.

View Permit PDF Click the Permit Number hyperlink in the Permits Panel to view a
copy of the actual permit. This action is available for permits with a
status of Issued or Issued Prior. Permit PDFs for permits with a
status of Expired will be unavailable.
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PERMIT DETAILS
From the Permit Details screen you can view the history for a particular permit or permit application including the
Permit PDF. For more information, see Table 5: Permit Details on page 118.

Permit Details
Below is detailed information about permit number 17032011.

Permit Number: 17032011

PermitiD: 425207

Company: CLARKSON CONSTRUCTION COMPANY
Contact Name: mickey bartling

Contact Number: 816-483-8800

Type: Overdimension Oversize and/or Overweight
Commodity Type: General Construction Equipment

Status: Issued

Delivered by Fax to 816-462-0252 &

Delivered by Email to mbartling@clarksonconstruction.com Lsl
Resend by Fax or Email to \ | =% Delivered by Fax at 05/17/2017 8:54AM

Issue Date: 5/17/2017 08:48 AM  Start Date: 5/17/2017 End Date: 5/23/2017

Vvehicle and Load Changes Docs / PDFs Fee Items Special Items Registrations Payments Notes Route Conditions Chats
Vehicle and Load

Load Description
dozer with balde

Vehicles Used For This Permit
Unit Number Type Make Year State License VIN Registered GVW

8431 Tractor PETERBILT 2008 MO 88AN2W 1XPTDBEX18N/749163 85500

Load and Dimensions
Below is a table containing the dimensions used when creating and routing this permit.

Dimensions
Width: 13 ft. 6 in. Height: 13 ft. 5in. Length: 68 ft.
Weight: Legal Front O'Hang: Legal Rear O'Hang: Legal

FIGURE 13: THE PERMIT DETAILS SCREEN
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To VIEW THE PERMIT DETAILS FOR A PERMIT
1. Click Select in the Action column in the Permits Panel on the Company Dashboard.

2. Click View Permit.

Company Dashboard

-

Permits issued and permits requiring further processing.
Y New Permit..  Show: %% Refresh  (¥)Search Permits (7]

Permit No/llD  Type Submitted Status Action
425234 Cwverdimension Cversize and/or Cverweight BMTI2017 09:29 AM Pending Select .
17032023 Overdimension Oversize and/or Overweight BMT7I2017 09:23 AM Issued Select..

17030506 Overdimension Cversize and/or Overweight 51072017 1:29 PM Issued Select... |

17032011 Cwverdimension Cversize and/or Cverweight SMTI2017 08:43 AM Issued Sel "
= - - - - - ¢ » View Permit
17031519 Cverdimension Oversize and/or Overweight 5M512017 12:35 PM Issued Sel

17030897 Overdimension Oversize and/or Overweight 51172017 3:46 PM Issued Sel ﬁ Copy Per

The Permit Details screen will be displayed.

Permit Details
Below is detailed information about permit number 17032011.

Permit Number: 17032011

PermitiD: 425207

Company: CLARKSON CONSTRUCTION COMPANY
Contact Name: mickey bartling

Contact Number: 816-483-8800

Type: Overdimension Oversize and/or Overweight
Commodity Type: General Construction Equipment

Status: Issued

Delivered by Fax to 816-462-0252 &

Delivered by Email to mbartling@clarksonconstruction.com Lsl
Resend by Fax or Email to \ | =% Delivered by Fax at 05/17/2017 8:54AM

Issue Date: 5/17/2017 08:48 AM  Start Date: 5/17/2017 End Date: 5/23/2017
Vvehicle and Load Changes Docs / PDFs Fee Items Special Items Registrations Payments
Vehicle and Load

Load Description
dozer with balde

Vehicles Used For This Permit

Route Conditions

Unit Number Type Make Year State License VIN Registered GVW

8431 Tractor PETERBILT 2008 MO 88AN2W 1XPTDBEX18N/749163

Load and Dimensions
Below is a table containing the dimensions used when creating and routing this permit.

Dimensions
Width: 13 ft. 6 in. Height: 13 ft. 5in. Length: 68 ft.
Weight: Legal Front O'Hang: Legal Rear O'Hang: Legal

85500

Chats

From this screen you can view the history for the particular permit or permit application including the Permit

PDF.

3. Click the Home button to return to the Company Dashboard E
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TABLE 5: PERMIT DETAILS

Element Content

Details Permit Number, Permit ID, Company Name, Contact Name,
Permit Service name if applicable, Contact Number, Permit
Type, Commodity Type, Permit Status, Delivered By, Issue
Date, Permit Effective Dates, and Related Permits

Functions Resend permits with a status of Issued or Issued Prior. To
resend the permit PDF to the original email or fax, click the
Fax/Email icon next to the Delivered by email or fax number.
To resend the permit PDF to a new email or fax, enter the fax
number or email address and click the Fax/Email icon. For
more information on resending a permit, see Resend a Permit
on page 119.

Vehicle and Load Vehicle and load description from the permit application

Changes Audit trail of changes throughout the life of the permit

Docs / PDFs View or add documents for the permit. View the Permit PDF.

Fee Items Fees associated to the permit

Special ltems Special items for the permit such as permit specific attest
statements

Registrations Vehicle registrations associated to the permit

Payments Payment amount and method of payment for the permit

Notes View and add notes for the permit

Route View, zoom, and print the map or route for the permit

Conditions Conditions for the permit

Chats Chat sessions associated to the permit
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RESEND A PERMIT
A permit can be resent to the original fax number or email address or a new fax number or email address from the
Permit Details screen. This functionality is not available for permits that have not been paid for and/or issued.

To RESEND A PERMIT TO AN EMAIL ADDRESS OR FAX NUMBER
1. Access Permit Details as described in Permit Details on page 116.

2. Click the Envelope or Fax icon to resend the permit to the Fax Number or Email Address the permit PDF was
delivered to upon issuance.

Delivered by Fax to 816-462-0252 =
Delivered by Email to mbartling@clarksonconstruction.com L=l @
Resend by Fax or Email to | | =@ Delivered by Fax at 05/17/2017 5:54AM

To RESEND A PERMIT TO A NEW EMAIL ADDRESS OR FAX NUMBER

1. Access Permit Details as described in Permit Details on page 116.

2. Enter the delivery information in the Resend by Fax or Email to field.

Delivered by Fax to 816-462-0252 =
Delivered by Email to mbartling@clarksonconstruction.com L=l
Resend by Fax or Email to |kayers@promi|es_com | Lel® Delivered by Fax at 05/17/2017 8:54AM

3. Click the Envelope/Fax icon to resend the permit to the Fax Number or Email Address you entered in the field.

4. Click the Home button to return to the Company Dashboard E

Note: When a permit is delivered by fax, a link will be displayed to the right of the Envelope/Fax icon in the Permit
Details that is a timestamp of the fax delivery. Click the Delivered by Fax link to view the Fax History. The Fax
History displays the Fax ID, Fax Number, Subject, Attempt Timestamp, Result, and Attempt Number for all fax
attempts and deliveries for the permit.

Resend by Fax or Email to | | =@ Delivered by Fax at 05/17/2017 8:54AM
Issue Date: 5/17/2017 08:48 AMm  Start Date: 5/117/2017 Date: 5/23/2017
Fax History *®
Fax - Attempt Attempt
ID Fax Number Subject Timestamp Result Number
Production O5/0W Permit ,
35271 18164620252 Number 17032011 05/17/2017 8:54AM  Success 1
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ORDERING A PERMIT

The K-TRIPS Company Interface allows companies to create permit applications for Oversize/Overweight (OS/OW)
travel within the State of Kansas. If the parameters of the load are within limits set by KDOT, the permit can be
self-issued by the customer. Permit applications exceeding these limits, or applications that need assistance from a
KS Agency User, will be submitted to K-TRIPS for issuing and/or review. This section will deal mainly with
applications that are self-issue. The progress or status of the permit application can be tracked on the Company
Dashboard in the Permits Panel.

Note: To be set up as a Permit Service and order permits for other companies, contact the Permit Office to flag
your account as a Permit Service account.

Self-issue - Many permits issued through K-TRIPS can be self-issued without any assistance from a KS Agency User
from a desktop computer or a mobile device. Superload and Large Structure permits must be reviewed by a KS
Agency User before they can be approved. Superload permits without an existing Bridge Study cannot be ordered
less than three days before the start date to allow for Bridge Analysis. Approved Bridge Studies can be used nine
additional times and are good for thirty days. If the company has adjusted the route from the default route in K-
TRIPS and has increased the miles of the trip by more than 25%, the permit application must be reviewed by KDOT
and will not be self-issued. Lastly, permit applications outside of the self-issue parameters set in K-TRIPS must be
reviewed by KDOT. As of the writing of this document in May 2017, the self-issue parameters are a GVW of
120,000 pounds, height of 15’, width of 16’6”, and length of 126’. If your load exceeds any of these parameters,
the permit application must be reviewed by a KS Agency User and will not be self-issued.

To START A PERMIT APPLICATION

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

Permits issued and permits requiring further processing.

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

2. Choose | know which permit | need.

FPermits issued and permits requiring further processing.

MNew Permgit S s = Refresh %) Search Permits T
B 7 1 know which permit | need & 2 ©
Permit No/ID u I need help choosing the perit submitted Status Action
20038 e e e Unfinished Select...
17000163 Government Annual Cversize Only 4672017 1214 PM lssued Select...

Note: Selecting | need help choosing the permit will display the Permit Wizard which will ask you several questions
designed to help you determine what permit best fits your needs for the load. Once the Permit Wizard is complete,
you will be redirected to the Order Permits screen.
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The Order Permits screen will be displayed.

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

ProMiles Test 1 606056

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

Contact Name: |Korri Ayers |
Contact Phone: [409-555-1212 |
Contact Email: |k.a'_¢ ers@promiles.com |

& Primary Delivery Method: |WebDownload V|

Additional Delivery Method:  |Select. . V|

& Company Reference: | |

& Permit Type: [Select... v |

Cancel

FIGURE 14: THE COMPANY ORDER PERMITS SCREEN

Note: If you are ordering a permit for your company, the information entered and saved from the Company
Information screen will be filled in for you on the Order Permits screen.

3. 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 your saved customer information but you want to change it for the permit,
enter the updated information.
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Additional An optional field on the permit application that enables the customer to enter a secondary

Delivery delivery option for the Permit PDF after issuance.

Method

Company An optional field on the permit application that enables the customer to associate a permit

Reference to a particular job, job number, or some other internal tracking reference. This field is
searchable and reportable.

Order Permits

ProMiles Test 1 606056

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

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

Contact Name: |Korri Ayers
Contact Phone: [409-555-1212 |
Contact Email: |k_ayers@ promiles_com

& Primary Delivery Method: [WebDownload W

Additional Delivery Method:

& Company Reference: |

& Permit Type: |Select.._

From: I:l To:

Note: You may enter a Company Reference for the permit. This is an optional field on the permit application that
enables you 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 K-TRIPS companies. If information is entered in the Company

Reference field you will be able to search for all permits associated to that reference.
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4. Select the type of permit that you need by choosing it from the Permit Type dropdown list.

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

ProMiles Test 1 606056

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

Contact Name: |Korri Ayers |
Contact Phone: 409-555-1212
Contact Email: |k.ayers@promi|es.com |

& Primary Delivery Method: Email Address: |k.ayers@promiles.com
Additional Delivery Method:

& Company Refer

peo I

Fuel & Registration 3 Day Permit

Fuel 10 Day Permit ~

= = Fuel 24 Hour

& Permit Type: |Fue| 7 Day Permit

Fuel 72 Hour

From: | Government Annual Qversize Qnly

Government Oversize [ Overweight

Government Qversize Overweight Annual
Government Superload

Harvest 30 Day Permit Foreign Based

Harvest 30 Day Permit Kansas Based

Harvest 60 Day Permit Foreign Based

Harvest Overdimension

Hay - Annual Hay

Hay - Five Year Hay

KTA Access 6 Month

KTA Access Annual

Liquid Fuel Temporary

Oil Service Rig Single Trip

Owerdimension Large Structure

Owerdimension Oversize / Overweight

Qverdimension Poles, Beams and Gird

Owerdimension Superload

Registration 30 Day

Registration 6 Day

Registration 72 Hour

Registration Beyond Local

Registration Dealer Demo

Registration Dealer Demo 15 Day v

Registration Hunter

After choosing a Permit Type, the Next button will be displayed beneath the selected Permit Type.

Note: If you choose Overdimension Large Structure as the Permit Type, an attest statement will be displayed. You
will be required to check the box for the attest statement to continue. Large Structure permits can take up to two
days to be processed.

& Permit Type: | Overdimension Large Structure v |

From: [4/06/2017 To:  |05/05/2017

® [ Large Structure permits may require up to 2 days for processing. | understand and agree to this.

Cancel MNext

5. Enter the Start Date for the permit by clicking in the From field and choosing a date from the calendar.
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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

ProMiles Test 1 606056

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

Contact Name: |Korri Ayers |

Contact Phone:

Contact Email: |k.ayers@promi|es.com |

@ Primary Delivery Method: Email Address: |k.ayers@promiles.com

Additional Delivery Method:

& Company Reference: | |

& Permit Type: |O\rerdimension Oversize | Overweight V|

From: To: [04/2/2017
Next | © April 2017 o

Su Mo Tu We Th Fr Sa

6 7 8

9 10 11 12 @ 14 15

16| 17 18 19|20 21| 22

23| 24| 25 26| 27| 28| 29
30

The End Date will automatically populate for you based on the particular Permit Type that you requested.

6. Click Next to proceed with the permit application or Cancel to cancel without saving the permit application.

The Truck and Load Information screen will be displayed.
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Note: Throughout the permit application, when the company name is displayed in blue, it is a hyperlink to access
the Company Information screen.

Order Permits
ProMiles Test 1

Use the form below to Till in truck and load information. Permit ID: 20039
FAdd Vehicle Unit/Rig -~ e @uin License State - R B T
OWer __ |nvento = Number = =
Unit (7] ry (%) L7} (7] (7] (7] [7] L7
Bl [Select. V] | | [Select.~] | | | | | [~ [NOKSGVW v [Select... v
@ Commodity Type: uLaad Description:
‘—— Select One — v‘ ‘ ‘

(7] 1 1 attest that the load is non-divisible.

@ L | attest that hauling multiple items does not create an additional over-gimension.

Load Parameter Feet Inches Load Parameter Feet Inches

Loaded Length l:l l:l @ o Loaded Front o/Hang l:l l:l

Loaded Width l:l l:l 9 @ Loaded Rear o/Hang
LoadedHeignt | || | @ @ Loaded Weight
Enter Weights
uAdd New Load

| Back ‘ | Save and Exit ‘ | Next ‘

FIGURE 15: THE TRUCK AND LOAD INFORMATION SCREEN

7. Enter information about your vehicle and load. If you have already saved a vehicle on the Company

Information screen, you can choose that vehicle from the Vehicle Inventory dropdown list. It will pre-
populate the known information about the vehicle into the form.

Note: For optimal routing, enter exact load dimensions.

Note: Table 6: Set Truck and Load Information on page 126 defines all possible fields for all Permit Types. All fields
will not be applicable to all Permit Types.

125 K-TRIPS Company User Guide




Chapter 2 The Company Dashboard

TABLE 6: SET TRUCK AND LOAD INFORMATION

Element Function Required?

Vehicle Information for the vehicle that is on the permit

Add Power Unit | Create another permit for another vehicle on No

Butt the application. All vehicle and load
utton
parameters and the permit dates must be the

same for each vehicle to use this option.

Delete Vehicle Delete a permit request for an additional No

Butt E vehicle on the application. This will only display
utton

if a user has clicked Add Power Unit.

Vehicle List of saved vehicles in the company’s K-TRIPS | No
Inventory account

Unit/Rig Unit or Rig number of the vehicle on the No
Number permit

Year Model year of the vehicle on the permit Yes
Make Manufacturer of the vehicle on the permit. Yes

Enter the full name of the manufacturer such
as Volvo, Mack, Freightliner, etc.

VIN Vehicle Identification Number of the vehicle on | Yes
the permit. Enter the full VIN of the vehicle
with no spaces or special characters.

Note: K-TRIPS checks the VIN against the
make, model, and year but only during the
permit application. If a VIN fails validation,
users will need to update the vehicle
information in the vehicle inventory. For more
information, see To Edit an Existing Vehicle on

page 61.
License License number of the vehicle on the permit Yes
State State that issued the license for the vehicle on | Yes
the permit
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TABLE 6: SET TRUCK AND LOAD INFORMATION

Element Function Required?
KS GVW If your vehicle has a Kansas license plate or is Yes
an IRP plate, select the registered gross vehicle
weight from the registration. If your license
plate is not a KS plate or is not an IRP plate,
select NO KS GVW.
Type Vehicle type of the vehicle on the permit Yes
Commodity Type | An appropriate commodity type for the items being hauled must | Yes
be selected from this dropdown list.
Load Description | A brief description of the load being hauled Yes

| attest that the

By checking this option you confirm that the load being hauled

Yes/or below option

hauling multiple
items does not
create an
additional over-
dimension

per Kansas permitting rules.

load is non- cannot be broken down further or disassembled as per Kansas
divisible rules. If the load IS divisible then the legally stacked option must
be confirmed.
| attest that This checkbox confirms to Kansas that the load is legally stacked Yes/or above option

Load Measurements

All measurements are performed according to Kansas permitting regulations.

The fields in this section are related to describing the dimensions of the load.

Load Parameter

Dimension values of the load.

Feet Number of complete feet and inches of each

load parameter

Note 1: The Inches value should be rounded
Inches up.

For example, if the Load Width is 13 feet, 7.5
inches, then enter the Feet value of 13, and
the Inches value of 8.

Note 2: This value is not applicable to the
Loaded Weight parameter.

Yes
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TABLE 6: SET TRUCK AND LOAD INFORMATION

Element Function Required?

Enter Weights Enter the axle weights for the vehicle and load. | No/unless exceeds
This feature is required if the weight exceeds legal

legal and can be used for optimal routing if the
weight is less than legal. For more information,
see Table 7: Set Axle Weights on page 130.

Loaded Length Length of the vehicle and load

Loaded Width Greatest width of the vehicle and load

Loaded Height Greatest height of the vehicle and load

Loaded Front Length of the load extending beyond the foremost point of the vehicle
o/Hang
Loaded Rear Length of the load extending beyond the rearmost point of the vehicle
o/Hang

Loaded Weight | Gross weight of the vehicle and load. Set automatically by the Enter
Weights button. For more information, see Table 7: Set Axle Weights on
page 130.

Add New Load Add a second vehicle and load parameter box that can be filled No
out separately to order two or more permits of the same type at
the same time with different dimensions. This would be used for
a Rig Move. In a Rig Move, the system will use the largest
aggregate dimensions of all the loads and route all associated
permits on the same route.

Back Return to the previous screen. New information on the current search will not be saved if
the user clicks the Back button before saving or before going to the next screen.

Save and Exit Save the permit and load information and exit. The application can be resumed at a later
time.

Next Continue to the next screen.

Delete Permit Delete a permit application.
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8.

Click Enter Weights to enter the appropriate Spacing and Weight of each axle if the loaded weight exceeds a
configurable weight set by KDOT or required for the Permit Type.

Set Axle Weights

Enter spacing and weight information for each axle.
Number of Axles: Axle Type: [

Total Spacing: 75' 11" Total Weight: 80000

Axle Spacing Weight Group

=
=5
-+
=

12000

17000

4] [¢] 17000

[ ] 17000

(%] E- [¥5] fwd et
[ [ [ [ =
IR RSN RESRIES

4] [ ] 17000

For optimal routing, enter exact weights.

When measuring the distance between axles, measure from the center of the hub.

| Display Configuration ‘ ® Side O Top

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

ElENENENE]

FIGURE 16: THE SET AXLE WEIGHTS SCREEN

Note: If a load is less than legal, the axle spacings and weights can also be entered for optimal routing.
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TABLE 7: SET AXLE WEIGHTS

Element Function

Number of Total number of axles for the load and power unit
Axles
Axle Type Check to display Steer Column

Total Spacing | Total axle spacing for the vehicle and load. This is an informative feature that is auto-updated
as you enter axles.

Total Weight Total weight for the vehicle and load. This is an informative feature that is auto-updated as
you enter weights.

Axle The order of the axles from the steering axle backwards or from the first axle on a trailer
backwards
Spacing The space between the current axle and the axle in front of it in feet and inches measured

according to Kansas permitting regulations.

Spacing must be entered in feet and inches.

Weight The load borne by the current axle

Note: The weight measurements are performed according to Kansas regulations.

Group The axle group the axle belongs to starting with 1 for the first group. The groups must be
according to Kansas regulations.

Width The width in feet and inches of the axle from outside edge of the outside tires on either side
of the axle
Steer Indicate if the axle is steerable, fixed, or is a drive axle. This column is only displayed when

the Axle Type box is checked.
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TABLE 7: SET AXLE WEIGHTS

Element Function

Display Will display the axle configuration in a diagram with a side or top view:

Configuration Side View

Axle Configuration

" . k4 \l—/m-\;}eﬂ-

L1 2 3

Top View

Axle Configuration

11" ¥ 3 1" g1

FIGURE 17: AXLE CONFIGURATIONS

Validate Once weights are entered this validates that the axle weights and spacings are legal and
Weights and closes the screen.
Close

Cancel (Clears | Will clear all axle information for the permit application
all axles.)

9. Enter information about the axle dimensions and axle weights of the load.

10. Click the Display Configuration button to view a side or top view diagram of the axle configuration to confirm
settings. Make changes if necessary on the Set Axle Weights screen.

11. Click the Validate Weights and Close button.

12. 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. You can also 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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Note: For vehicles not plated in Kansas with certain GVW, clicking the Next button will display the Order

Additional Permits screen. For more information on the Order Additional Permits screen, see Other Permit Entry
Screens on page 138.

The Enter a Route screen will be displayed.

Enter a Route
| Back H Save and Exit || Save |

Enter Trip For This Permit

Load Saved Trip: 7]
origin Use the form to the lefi to enter a trip that the truck(s) will use for this permit.
Address City Zip *¥ou have 7 options for entering your origin and destination locations:

ABBYVILLE hd + An address - Enter the street number, street, city and/or zip code.

- 5 « The intersection of two streets — Enter each of the streets and the city of the
Via Points intersection location. The map will zoom into the intersection and may have several
location markers for you to select from; K-TRIPS produces turn-by-turn directions so

Destination choose the marker that best represents your location.
- Border crossings — If you are entering from another state or leaving Kansas, select your
Address City Zip highway and the nearest city to where you will cross the state line.
+ Lat/Lon/Map — If you have the geocode for your location, you may enter it. Example:
ABBYVILLE v

39.069953, -95.703458. You can also click Find after selecting Lat/Lon/Map to click a
location on the map
+ Road & Mile Marker — Enter the road, mile marker and direction of travel.
« Landmark — Select from a dropdown of KS landmark locations
Add Spiit Trio 6 - Crossing State Road — List the road name, text description of the location, direction of
pitTrip travel and district for the crossing. This option is primarily used for loads that are
traveling off system but must cross a state road.

You have the option to enter via points for your route.

- Highway — Enter a single highway or a series of highways you would prefer to travel on
your trip.

« Find on Map — Click on “Select on Map' to open the map and select your highway via
points

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.

Note: For more detailed information on obtaining a route, see Chapter 3 Generating a Route on page 143. The
process described here is meant as a high level explanation of the Order Permits Process.

From this screen you can:

e Generate a simple point-to-point route

e Generate a route through specified map points

e Generate a route over specified highways

e Choose your Origin and Destination to be any combination of a specific Address, Intersection, Border
Crossing, Latitude/Longitude or location Select on Map, Road and Mile Marker, Landmark, and
Crossing State Road

e You can generate multiple routes each with a separate Origin and Destination when you:
0 Generate a split trip

Note: Each of these multiple routes can be simple point-to-point or routed over specified roadways. For example,
you can generate one leg of a split trip as simple point-to-point, and select the Origin by an intersection and the
Destination by its address. Another leg could stipulate that it will travel over specified roadways, and the Origin
could be a border crossing and the Destination could be selected by clicking the map.
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13. Click Validate and Run when you have made all your routing selections.

Enter a Route
| Back || Save and Exit H Save ‘

Origin Border Crossing w

Select: [IH35, Kansas City MO V|

Via Foints

Destination Border Crossing hd
Select: | KS25, Guymon OK v\

Validate and Run

Add Spitt Trip @ \

The Trip Results Panel will be displayed.

Enter a Route
| Back | [ Save and Exit | | Save |

(5] Carefully check thee route presented beiow. If | kooics comect, chck Next
L] 1 huarve: @ proiem with the route and would e i reviewed

0;Kansas City to
Trip Distance: 4553 Trip Time: 07 48 Save s gy
# Drag Map ) Ge1 Restriction Infermation For Fioad ) Restictions in Box n Chck point My
P T
+ = -
b jmJ

M
e ey P g
%) Load Dimensions Ussd During Routing
[ Route Description
Driving Directions.
Mies Houle To Distance Time.
Origin: IHOGI5-MO-Kansas City
a2 135 Son Takn Farre owes 198 5 [E] oo
T3 T35 S Takn Faere owes 193 5 B 3l
e 135 Boun Tk Bt S ot £35 § 3% G
T8 135 Bown Cortnus STageton 135 Wi [ES]
5 35 Boar 30 T B0y ona0 35 [RANGAS TPRE] 08 13
¥ 35 Boun Takn Ext 27 toward 11360 TIEABE1 WICHITA B BALNA e =
3 W35 Bear e Horm o 1135 2 =
& 135 Mo Takn Bt 8 [LEFT] owand 1235 w6 =
I3 et Taka I T Yoward WS- WIUS400 WIRELLOO0 AV 2 EF
[E] =) Tcar 35 o0 Vowat s -84 U400 30 =
[T US54 et T Wt el US-160 W5 0608
W U180 W T vt oot U486 [ILE! war
[H] -5 venat Torn Seuth oete K-35 [T o
e #8525 Boum ArTive at cesananon %53 oTes
Final Destination: KS0025:0:Gaymon
[E) aTan
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Note: If the system requires additional information to generate the route, or if it cannot generate a route based on

the information provided, the Validation Results screen gives you the opportunity to provide more information or
to expand the Enter Trip Panel to modify your route details. When the system has collected sufficient information
to generate a route, the Trip Results Panel will display the route and additional information about the route. For
more information on the Validation Results screen, see Validation Results Screen on page 147.

Note: If the trip is not satisfactory and needs to be reviewed, check the box located at the top of the Trip Results
Panel, indicating you have a problem with the route provided. When the | have a problem with the route and
would like it reviewed box is checked, a blank field will be displayed. You will be required to enter the reason you
would like the route reviewed into the field. See Submit a Route for Manual Review on page 194 for more

information.

14. Click Next on the top right of the map if the trip looks satisfactory.

Enter a Route
| Back | | Sava and Exit | | Save

(5] Carefully check thee route presented beiow. If | kooics comect, chck Next
| harvie 3 probilem with the route and would like & reviewed

~

0;Kansas City to
Trip Distance: 4653 Trip Tie: 0748 Save s gy

* Drag Mag Ge1 Resinction Infermation For Road R
T

Box O Open chok point in Googhe Maps

ey
x MJ_LLF
faroral
feur
| — 'mj et % et clspring:]
A e _ == I e
r I STy
[Eranson] LeatiB
gy / oo oy =
) o T S mem (" o
Jemptm =L JE" w—.ém
T L Fdm
mﬁ% T | ()
| Fitehett] g fGoidenlcityl
- 7 L =
Jzicrceicityg
PR Joem
PO g = BB, Rty
- G o i)
Ry REGEED gt e ‘o
Famim et
forauon] . N foiomon & fitoger=}
i it Jm T
Jrion] & Sy fstiiivated Wgﬁﬁrﬂmﬁ:
e i Pl
% Load Dimensions Used During Routing
% Route Description
m"im’ To Distance Time
v::l Destination: Kmm:om:m 2653 ::.‘o
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The Permit Fee Summary screen will display a summary of the application including the cost of the permit
being ordered.

Order Permits

ProMiles Test 1
Permit fee summary Permit ID: 20039

Permits Unit/Rig # Permit Fee Temp Weight Temp Reg Temp Fuel Mileage Total
Overdimension Oversize / Overweight 11023 $20.00 £0.00 $0.00 $0.00 $0.00 $20.00
Total $20.00 $0.00 $0.00 $0.00 $0.00 3%20.00
[0 |T attest that I have read and understand all the legal reguirements for = .
ordering a permit within the Kansas Truck Routing and Intelligent A u
Permitting System (K-TRIPS). e

Route Directions
==> |H0035;MO;Kansas City <==1-35 South, @ 1-35 S, @ I-35 S, @ 1-35 S, I-35, 1-35 South, @
1-135/1-235/US-81 WICHITA & SALINA, 1-35, I-135 North, @ 1-235, 1-235 North, @ US-54 W/US-400
WI/KELLOGG AVE, I-235, US-54 West, US-160 West, US-56 West, KS-25 South==> KS0025;0K;Guymon

<==

[ Back | | Save And Exit |

15. Check the attest statement that you have read and understand the legal requirements for ordering a permit.
The Submit button is not available until the attest statement is checked.

Note: Click the Permit Regs button to view a PDF of Kansas Permit Regulations.

16. Click the Back button to go back a page or the Save and Exit button to exit the application to complete it at a
later time. Click Delete Permit to delete the permit application. Click the Submit button to continue.
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The Permit Submission Successful screen will be displayed.

Order Permits

ProMiles Test 1
Permit ID: 20039

Permit Submission Successful!

Your permit has been submitied. 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
- Crder another permit

The following permits have been approved.

Permit ID

20038

Pay for the permits now.

From this screen you can Return to the dashboard, Order another permit, or Pay for the permits now. If you

do not pay for your permit at this time, it can be paid by the active date from the Shopping Cart. See Shopping
Cart on page 85 for instructions on paying for the permit.

17. Click Pay for the permits now.

The Pay for permits screen will be displayed.

Pay for permits.

The following permits have been previously authorized and are verified for payment:
20039

Pay For Verified Permits Cancel

18. Click Pay For Verified Permits.
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19. Select the Payment Method from the Select Payment Method dropdown list and complete the required
payment information.

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

Amount Owed: $ 20.00 for 1 Permit(s)
Select Payment Method:

@
Escrow
CC I Electronic check %

Submit Cancel

Press submit only once.

Once the payment is complete, the permit will be delivered to you via the delivery method selected when the
permit was ordered. The permit can also be accessed from the Permits Panel on the Company Dashboard.

Note: If the permit was not approved when you clicked Submit due to routing issues or the permit being outside of
self-issue limits, you will receive a message stating that the permit has been enqueued for further processing. The
permit will be listed in the Permits Panel. Once the permit has been approved by a KS Agency User, the status of
your permit will be Pending Payment and the permit will be located in your Shopping Cart for payment.

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
» Order another permit

The following permits were enqueued for further processing.
Exceeds envelope

Permit ID

16340

Self-Issue - Many permits issued through K-TRIPS can be self-issued without any assistance from a KS Agency User
from a desktop computer or a mobile device. Superload and Large Structure permits must be reviewed by a KS
Agency User before they can be approved. Superload permits without an existing Bridge Study cannot be ordered
less than three days before the start date to allow for Bridge Analysis. Approved Bridge Studies can be used nine
additional times and are good for thirty days. If the company has adjusted the route from the default route in K-
TRIPS and has increased the miles of the trip by more than 25%, the permit application must be reviewed by KDOT
and will not be self-issued. Lastly, permit applications outside of the self-issue parameters set in K-TRIPS must be
reviewed by KDOT. As of the writing of this document in May 2017, the self-issue parameters are a GVW of
120,000 pounds, height of 15’, width of 16’6”, and length of 126’. If your load exceeds any of these parameters,
the permit application must be reviewed by a KS Agency User and will not be self-issued.
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OTHER PERMIT ENTRY SCREENS
K-TRIPS will display other application screens depending on the Permit Type. Certain Permit Types require special
data items to be provided for the permit. For example, the Order Additional Permits screen gives the user an

opportunity to order additional temporary permits such as Registration and Fuel.

Order Additional Permits

needed credentials.
Unit Plate IRP/Plate

107 123456 |IRP: Kansas on Cab Card V|

| Return to Vehicle Dimensions | ‘ Save and Exit

One or more vehicles in the permit application may not have all of the credentials needed to move in
Kansas. Please describe the license plate for each vehicle below to assist in the identification of

SHOPPING CART PANEL

The Shopping Cart Panel provides a summary of what is in the Shopping Cart. The Shopping Cart Panel allows you
to Go to Cart or Pay for all Permits. Refer to Shopping Cart on page 85 for screens you will encounter in the
Shopping Cart and when paying for permits.

Pay for all Permits =

=¢ (7) Permits ©
.

Go to Cart 6
5 Permits ready for payment
Annual Farm Implement
Dealer: $150.00
Annual Cotton: $150.00
Overdimension Oversize /
Overweight: $20.00
Overdimension Large
Structure: B
Overdimension Large
Structure: S
Cart Total: $380.00
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MESSAGES PANEL

The Messages Panel will display messages regarding permit and routing information. Scheduled down times for K-
TRIPS maintenance will also display in the Messages Panel.

Messages o

= 4/6/2017: Click Here For Kansas Trucking Website
- 4/6/2017: Due to inclement weather the permit office will be closed today, April 6, 2017,

STATISTICS PANEL

The Statistics Panel is a quick reference to monitor progress for the current day. This display allows a Company
User to view the total number of permits they have issued today, shows how many of those permits were self-
issued, and shows the company Escrow Balance. This display allows a Permit Service User to view all of the same
statistics as a Company User with the addition of how many permits were issued today for customers. To ensure
the most recent statistics will be displayed click Refresh.

Statistics @

% Refresh

Permits Issued Today: 11
Permits Self-lssued Today: 3

Escrow Balance: 5722974

FIGURE 18: THE COMPANY STATISTICS PANEL

Statistics @

% Refresh
Permits Issued Today: 11
Permits Self-lssued Today: 3

Permits Issued Today for Customers: 1
Escrow Balance: 5722974

FIGURE 19: THE PERMIT SERVICE STATISTICS PANEL
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TABLE 8: THE STATISTICS PANEL

Element Function
Refresh Refreshes the Statistics Panel to display the most recent information
Permits Issued Allows the user to view the total number of permits that have been processed today
Today for their company, including both self-issue permits and KDOT issued permits
Permits Self- Allows the user to view the total number of permits that have been self-issued today
Issued Today for their company
Permits Issued Allows Permit Service Users to view the total number of permits that have been
Today for processed for other customers for the current day
Customers
Escrow Balance The company or Permit Service’s current Escrow account balance

PERMIT SERVICE

In K-TRIPS a Permit Service is the same as a Company User with a few distinct differences. The Permit Service will,
in most cases, not have a USDOT Number. Normally a company without a USDOT Number cannot self-issue
permits. The Permit Service is an exception to this. The companies that the Permit Service orders permits for must
have a USDOT Number for their permits to be self-issued. Permits ordered by a Permit Service for a company
without a USDOT Number will be submitted to K-TRIPS for review. All companies that receive a permit must have
an account in K-TRIPS. The Permit Service can create an account for companies that do not already have one.

Note: To be set up as a Permit Service and order permits for other companies, contact the Permit Office to flag
your account as a Permit Service account.

To CREATE A NEW COMPANY AS A PERMIT SERVICE

1. Click the New Company link in the Administrative Panel on the Company Dashboard.

Renew Annual Permits
Bid Route

Company Data
Reports.

Annual Permit Route
Escrow

Vehicle Import

Shopping Cart (0) Permits

New Company {b

2. Continue to set up the new company account as described in Creating an Account on page 2.
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Note: Before creating a new company, always verify that the company/ USDOT Number does not already exist in
K-TRIPS by checking the Company List Report or starting a new permit and searching for the USDOT
Number/Company Name. For more information on running a report, see To Print a Report on page 66. For more
information on starting a new permit as a Permit Service User, see Permit Service Orders a Permit on page 142.

3. Complete the Login Information if the customer will also use the account. If a Permit Service will always order
for the company, check the box to Create Account Without Login. The company will not have access to the

account.

Login Information

(] Create Account Without Login

4. Complete the new account creation. You will be able to order permits for the company.

PERMIT SERVICE PERMITS PANEL
The Permit Service Permits Panel is separated by companies. The functions are the same as described in Table 4:

Permit Actions on page 115.

Permits issued and permits requiring further processing.

{7 New Permit..  Show: 2% Refresh  (¥) Search Permits (7]

¥) ProMiles Delivery - 18
¥) ProMiles Express - 3
¥) ProMiles Test1 -3

Show: |25 Records /|
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PERMIT SERVICE ORDERS A PERMIT

The Permit Service Order Permits Process is the same as the Company Order Permits Process as described in
Ordering a Permit on page 120 with one exception; the Permit Service must select a company for the permit. The
company can be selected by its USDOT Number or Company Name. Permits ordered by a Permit Service cannot be

accessed by the company in K-TRIPS.

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

Select company for which you are ordering r.\uerr'nit(s]l:é‘lﬂl—‘l

& Search By: | | [Inatch middle
Company Name
ProMiles Delivery null

Note: The Search function will auto-find results matching your entry as you type the first characters. If you don’t
know the first part of the search, you can check the box for Match Middle. For instance, if you are looking for a
company with the word “miles” in the name but aren’t sure of the first word in the company name, you can 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.

Note: The Permit Service will deliver the Permit PDF to the customer based on the requested delivery method.
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ENTER A ROUTE SCREEN

The Enter a Route screen is the starting point for generating a route.

Enter a Route
| Back || Save and Exit || Save |

e Enter Trip For This Permit

<<

Load Saved Trip: Load T w
Origin Use the form to the left to enter a trip that the truck(s) will use for this permit.
Address City Zip You have 7 options for entering your origin and destination locations:

ABBVVILLE hd + An address - Enter the street number, street, city andfor zip code.

" N + The intersection of two streets — Enter each of the streets and the city of the
Via Points intersection location. The map will zoom into the intersection and may have several
location markers for you to select from; K-TRIPS produces turn-by-turn directions so

Destination choose the marker that best represenis your location.

- Border crossings — If you are entering from another state or leaving Kansas, select your
Address City Zip highway and the nearest city to where you will cross the state line.

- Lat/Lon/Map — If you have the geocode for your location, you may enter it. Example:
L ] L1 39.069953, -95.703458. You can also click Find after selecting Lat/Lon/Map to click a

location on the map
- Road & Mile Marker — Enter the road, mile marker and direction of travel.
Landmark — Select from a dropdown of KS landmark locations
Add Spiit Trip @ - Crossing State Road - List the road name, text description of the location, direction of
travel and district for the crossing. This option is primarily used for loads that are
traveling off system but must cross a state road.

You have the option to enter via points for your route.

- Highway — Enter a single highway or a series of highways you would prefer to travel on
your trip.

- Find on Map — Click on “Select on Map” to open the map and select your highway via
points.

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

FIGURE 20: THE ENTER A ROUTE SCREEN
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TABLE 9: ENTER A ROUTE SCREEN ELEMENTS

Element Function

Back Button Click to go back one page in the permit application process. New information will not
be saved if the user clicks the Back button before saving or before going to the next
screen.

Save and Exit Click to save your progress and exit the permit application

Button

Save Button Click to save your progress

Enter Trip Panel The Enter Trip Panel is used to enter details about routes to be generated. See Enter

Trip Panel on page 145 for more information.

Enter Trip For This | The Enter Trip For This Permit Panel provides information on Origin and Destination

Permit Panel location options. See Enter Trip For This Permit Panel on page 188 for more
information.

Validations The Validation Results screen provides information on Origin and Destination location

Results Screen options when K-TRIPS is unable to generate a route based on the information

submitted. See Validation Results Screen on page 147 for more information.

Trip Results Panel | The Trip Results Panel provides an overview of the current generated route. See Trip
Results Panel on page 191 for more information.
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ENTER TRIP PANEL

The Enter Trip Panel is used to enter the following details about routes to be generated:

e The Origin/Destination of the route

e Path conditions of the route such as the Via Points it should pass through or the roadways it should
attempt to use

e  Multiple route segments each with a separate Origin and Destination when you use the Split Trip
feature

The fields and options vary based on your selections.

——
<<
Enter Trip
Origin Addres
Intersection 1
Address Border Crossing Zip
Lat/Lon / Map
Road and Mile Marker
Landmark
Via Points Crossing State Road
Destination |Address v
Address City Zip
| [ABEYVILLE V]
Validate and Run
Add Split Trip

FIGURE 21: THE ENTER TRIP PANEL
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TABLE 10: ENTER TRIP PANEL ELEMENTS

Element Function

Route Area

Origin/Destination | The beginning and ending locations of a route. The available fields for each vary
Dropdown List based on the way you select the Origin or Destination. For more information, see
Types of Routes on page 148.

Via Points Select to generate a basic point-to-point route with no
Dropdown None specified Via Points or highways. For more information, see
Option Routing Methods on page 175.
. . . ) . . Note: You can also
Via Points Select to display fields to specify road names to use in the
. . . use any of these
Dropdown route. For more information, see Highway Names on page

. . methods for the
Highway Option 177. N
routes of a split trip.

Via Points Select to display the Select On Map link to pick a location
Dropdown Find from the map. For more information, see Find On Map on
On Map Option page 180.

Additional Route Details

Validate and Run Click to generate a route based on your selections. This action will collapse the Enter
Trip Panel. You can expand the panel to change the route choices by clicking the
Expand Chevron icon.

Additional Routes Area

Add Split Trip Select to display extra route fields for two or more separate route legs under the
same permit. This feature is used primarily when entering and exiting the state
maintained road network.
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VALIDATION RESULTS SCREEN

If K-TRIPS is unable to generate a route based on the Origin and Destination submitted in the Enter Trip Panel, the
Validation Results Screen is used to inform the user why the trip failed and alternative routing points to enter to
calculate the desired route of travel.

Enter a Route

o Validation Results
Main Trip
origin

@ origin 1H0035;MC;Kansas City
Location valid.

Select: |IH35, Kansas City MO v
via Points

) pestination Road:K101 Mile Marker 2356. Direction: N
Destination Road and Mile Marker v The road you selected does not have the mile marker you entered or run in the direction you selected. Please check the entry

Road: Mile Marker:
Validate and Run

Add Split Trip g

FIGURE 22: THE VALIDATION RESULTS SCREEN

TABLE 11: VALIDATION RESULTS SCREEN ELEMENTS

Element Function

Location Submitted routing point
Type Routing point type selected from the Enter Trip Panel
Address Route point is a street address, city, and/or ZIP code.
Intersection Route point is the intersection of two roadways. The user has
the option of specifying a city.
Border Crossing Route point is a state border crossing.
Lat/Lon / Map Route point is a location on the map manually selected by the
user or entered latitude and longitude coordinates.
Road and Mile Marker Route point is a location listing the roadway, mile marker,
and direction of travel.
Landmark Route point is a saved location in K-TRIPS that is identified as
a common Origin or Destination for oversize travel.
Crossing State Road Route point to route over a State Road when traveling off-
system roads.
Alternatives Potential routing points based on the information entered in the Enter Trip Panel
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TABLE 11: VALIDATION RESULTS SCREEN ELEMENTS

Element Function

Route points that the system has successfully resolved are labeled with a check mark.

Route points that have multiple potential resolutions are labeled with a question mark.

Route points that cannot be resolved by the system are labeled with an exclamation mark.

Edit Route Click to return to the Enter Trip Panel to re-enter your route point information.
Expand

Chevron

Validating Displayed while the system calculates a route

Button

Enter a Route
[ Back |

E “Running Trip. Please Wait

Origin Border Crassng 2
Select: | IH35, Kansas City MO v

Via Paints Hone e
Dastination Border Crossing i
Select: | IH4358, South MO W

Vabdate and Run |

Add Splt Trip @@

TYPES OF ROUTES

The following types of routes can be generated:

e  From one location to another location
e From one location to another location along specified roadways or through specified intersections
e From one location to another location through specified Via Points selected on the map

You can also use the previously listed options to:

e Generate multiple route segments each with a separate Origin and Destination when you use the
Split Trip feature
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SELECTING AN ORIGIN AND DESTINATION
When generating a route, you can enter the details of the Origin or Destination using a variety of methods.

Different fields are available depending on the method you choose. The methods are:

e Address (see page 149)
e Intersection (see page 152)
e  Border Crossing (see page 157)

e Lat/Lon / Map - Location select on map (see page 165)

e Road and Mile Marker (see page 169)

e Landmark (see page 172)

e Crossing State Road (see page 174)

BY ADDRESS

A user may route a trip using a specific address as an Origin or Destination if the trip needs to begin or end at a
specific point on an on-system road. This route point is a street address and city, and an optional ZIP code.

To SELECT AN ORIGIN OR DESTINATION USING A SPECIFIC ADDRESS

1. Begin a permit application to the point of entering a route as described in Ordering a Permit on page 120.

2. Select Address in an Origin or Destination field in the Enter Trip Panel.

The fields will change to allow you to enter the details regarding the address.

Origin |Address v|
Address city Zip
R -
Via Points

Destination |Address v|
Address city Zip

| Validate and Run |

Add Split Trip @

FIGURE 23: ENTER TRIP POINTS: ORIGIN OR DESTINATION ADDRESS

3. Enter a street address in the Address field.

4. Select a city from the City dropdown list and optionally enter the ZIP code of the address in the Zip field.

5. Enter the remainder of your Origin and Destination and click Validate and Run.
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If you have entered an address that the system cannot find, the system will display the following message:

Validation Results

Main Trip

0 Origin 19060 MILLS AV ABBYVILLE 67510
Location valid.

omw'l OLD US 40 ABILENE 67410

Address not found. Please check spelling.

6. Re-enter the trip trying a different address or using the system suggestions.

7. Click Validate and Run.

S5

Enter Trip

Origin |Address V|
Address City Zip
(19060 WEST MILLS | [aBBvViLLE v| [67510

Via Points

Destination |Lat/Lon / Map v|
Lat Lon
38.915516 | [-97.213891 | Find
K3-15 near Solomon
‘ Validate and Run |
Add Split Trip (g
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The Trip Results Panel will be displayed.

Canafuly chck e roube presented el 17 i koks comecl, chek Nexd

1 b pursbern wall e rouli ard woukd M A reviewed Mext |

18060 WEST MILLS AVENUE ABBYVILLE 87810 to KS-18, 8.3mi E of Soloman
Trip Distance: 1105 Trig Time: 0145 Save e &
# Drag Map ) Ges Restricson Information For Read 0 Restrctions in Box () Open chck point in Googhe Maps

Bt =

® Load Dimemsions Usad During Routing

“ Rute Descripton

Griving Diracsinns.
i

Howm
Drkgin: 15060 WEST MILLS AVENUE ABENVILLE 67370
[1E]

Note: When the system no longer has any problems with the information entered, the Trip Results Panel will
display your route. Review your route and driving directions. Expand the Enter Trip Panel if you want to make any
changes. Changes will require you to click the Validate and Run button to update your route.

8. Click Next to continue the permit application process.

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

Note: On the Permit Fee Summary screen you have the option to Delete Permit, click the Save and Exit button to
save your progress and return to the Company Dashboard, or to Submit.

Helpful Hints:

If the system cannot locate the entered address:

e Verify the address. If you feel the address is correct, verify the spelling.

e Some addresses, especially industrial location addresses, may not be in the system.

e If the address includes a prefix direction such as N, NE, etc., try the address without the prefix.

e If the address includes an indicator such as road, street, drive, etc., try the address without the
indicator.
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BY INTERSECTION
A user may route a trip using an intersection as an Origin or Destination if the trip needs to begin or end at the
cross section of two roads. This route point is the intersection of two roadways with the option of specifying a city.

To SELECT AN ORIGIN OR DESTINATION USING AN INTERSECTION
1. Begin a permit application to the point of entering a route as described in Ordering a Permit on page 120.
2. Select Intersection in an Origin or Destination field in the Enter Trip Panel.

The fields will change to allow you to enter the details regarding the intersection.

Enter Trip

Find Intersection...
Street1: Not Set
Street2: Not Set
City: Not Set

origin
Find Intersection...

Street1: Not Set

Street2: Not Set

City: Mot Set

Via Points
Destination

Walidate and Run

Add Split Trip g

FIGURE 24: ENTER TRIP POINTS: ORIGIN OR DESTINATION INTERSECTION

3. Click the Find Intersection link beneath Origin or Destination.
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The Find Intersection on Map screen will be displayed.

Find Intersection on Map

TP 5 Wi ST (0o ) 1o ity (O WVERAR) 8 £ MR 5. MASTMCTIIG [LISE 185, il Dok AT 8 ik RS, OB [Tl JUVELRONN 0 il 1 oo 12

INESRCIIN OF
St 1 Al S 2 ity [Salect || Go Cpen ik poRT i ooy Maps | Dona

+

-

4. Enter the two street locations in the Street 1 and Street 2 fields. You can also select a city from the City
dropdown list, but it is not required. If you are not certain of the city boundaries, you may get better results
without the city name. For suggested street name entry, see Table 14: Official KDOT Highway Names on page
180.

Find Intersection on Map
Type in the street names and the city (if known) and click Go. Matching junctions will be shown on the map. Click the junction you wish to route to.

Intersection Of

Street 1: and Street 2[US-50 | City: [EMPORIA v O Open click point in Google Maps

5. Click Go.

Note: If you click Done instead of Go, K-TRIPS will take you back to the Enter Trip Panel to make a different routing
selection.
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All of the possible intersection matches will be displayed on the map. Each will be marked with a numbered
pushpin.

Find Intersection on Map
Type in the street names and the city (if known) and click Go. Matching junctions will be shown on the map. Click the junction you wish to route to.

Intersection Of

Street 1:I-35 and Street 2{US-50 | City: [EMPORIA v|| Go | O Open click point in Google Maps

) o o T

FIGURE 25: INTERSECTION LOCATION FOUND

Note: If you would like to see a location in Google Maps before selecting it as an Origin or Destination, click the
radio button for Open click point in Google Maps and then click a location on the map. Google Maps will open to
display the location you selected. Close Google Maps to continue.

6. Zoom in and click the pushpin that marks the location that you wish to use. The Trip Results Panel will close
and that location will be added to the Origin or Destination field in the Enter Trip Panel to the left.
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TABLE 12: MAP ZOOM TOOL

Element Description

Zoom Level Click the Zoom Level buttons (+/-) to
zoom in and out of the center of the
map.

Full Screen Click to view the map in full screen view
View

+
>Zc:-um Level

‘e —Full Screen View

Note: See Map Zoom Operations on page 169 for additional map zoom operations.

Note: If an intersection has multiple possible matches at the same location the pushpin will be split @

This denotes a possible upper and lower location found. These split locations are typically found at overpasses,
etc. When you click one of these split locations, a pop-up window will display listing the upper and lower
locations for that intersection. Choose the proper location to continue or click Cancel to close the pop-up
window.

x

The intersecting streets overlap each other.
Select which street where you want to start
your trip:

O Upper Street: 1-35
O Lower Street: US-50

Cancel

7. Choose the proper location to continue or click Cancel to close the pop-up window.

8. Enter the remainder of your Origin or Destination and click Validate and Run.

Note: When the system doesn’t have any problems with the information entered, the Trip Results Panel will
display your route. Review your route and driving directions. Expand the Enter Trip Panel if you want to make any
changes. Changes will require you to click the Validate and Run button to update your route.
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9. Click the Next button to continue the permit application process.

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

Note: On the Permit Fee Summary screen you have the option to Delete Permit, click the Save and Exit button to
save your progress and return to the Company Dashboard, or to Submit.

Helpful Hints:
If the system cannot locate the entered intersection:

e  Enter your Street 1 or Street 2 names using the format for Highway Names as described in Table 14:
Official KDOT Highway Names on page 180.

e Remove the city name to see all possible matches.

e When there are multiple possible matches, select the intersection that best represents your Origin or
Destination.

e [f Street 1 or Street 2 names include a prefix direction such as N, NE, etc., try the street name without
the prefix.

e [f Street 1 or Street 2 names include an indicator such as road, street, drive, etc., try the street name
without the indicator.

156 K-TRIPS Company User Guide



Chapter 3 Generating a Route

BY BORDER CROSSING

A user may route a trip using a border crossing as an Origin or Destination if the trip needs to begin or end at the
border of a neighboring state. This route point is a road, city, and state of a border crossing.

ToO SELECT AN ORIGIN OR DESTINATION USING A BORDER CROSSING

1. Begin a permit application to the point of entering a route as described in Ordering a Permit on page 120.

Select Border Crossing in the Origin or Destination field in the Enter Trip Panel.

The fields will change to allow you to select a border crossing into the state.

k<4
Origin [Border Crossing v|
Select: | IH35, Kansas City MO v|
Via Points
Destination |Border Crossing v|
Select: |IH35, Kansas City MO v|

| Validate and Run |

Add Split Trip @)

FIGURE 26: ENTER TRIP POINTS: ORIGIN OR DESTINATION BORDER CROSSING
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3.

4.

Select the proper border crossing from the dropdown list beneath Origin or Destination. The Border Crossing

list displays the Kansas highway name, the name of the city within the bordering state closest to the border

crossing, and the state that the border crossing is with.

Enter a Route
| Back || Save and Exit || Save |

Origin [Border Crossing v|

LN IH35, Kansas City MO
IH35, Hunnewell OK [ A

Via Po[IH70, Kanarado CO v
IH435N, North MO

—|1H4353, South MO
Desting 1 ig3s Kansas City MO |
IHE70, Kansas City MO i

Addreq 51 Buttermilk OK zp

K37, White Cloud NE
I: K87, Treece OK E— l:l
K88, Franklin NE
K38, Kiowa OK Run
K514, Superior NE
w

K315, Morrowville NE
K315, Grainola OK
K523, Forgan OK
KS25, Atwood NE
K525, Guymon OK
KS27, Haigler NE
K551, Walsh CO

K352, Amorett MO
K863, Du Bois NE
KS66, Galena MO
KS68, Louisburg MO
K592, Leavenworth MO
K596, Towner CO
K599 Summerfield NE
K599, Chautaugua OK
KS117, Hemdon NE (W]
K5126, Pittsburg MO

Enter the remainder of your Origin or Destination and click Validate and Run.

(R—

-
Enter Trip

Origin | Border Crossing v|

Select: [IH35, Kansas City MO V|

Via Points

Destination | Border Crossing V|

Select: |IH4358, South MO v|

‘ Validate and Run ‘

Add Split Trip @
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The Trip Results Panel will be displayed.

Carefulty check e route presented beiow, If it looks commect, chok Next

_th_

i 06061

| have & problem with the route and would ke it reviewed
IHDDO35:MO;Kansas City to IH04355;MO; South
Trip Distance: 18 Trip Time: 0016 Save s np

® Drag Map O Gel Resincion For Roas O Resinctions in Box O Open cick point in Google Maps
N y .
Il 1)
:*.
fsugantiorid
Y_/‘ L findependence)
P eTeummi]
g
o
Jeetsy
|
il Merriam
m t Lvomail Jiaytown]
. Dtairie \Village:
Overiand|Rarke
[Shawnee I [
resatal
B =
p —
5 fun oy}
Hickmanilt:] fleess|
fLong ey
[Grandview)

Driving Dirsctions
[0

¥ Load Dimensions Used During Routing

¥ Route Description

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

5. Click Next to continue the permit application process.

Distance =
Origin: IHDO35MO; Kansas City
[F] 1-35 Soum Tan Ramg tpward 135 5 [F] ]
1] 1-36 Soum Tai Bt 2758 towand LIS-50 SOVERLAND PRWY [X] [
7 UB-6% Soum Bear ia g gt vl U559 T8 (73l
[0 > gre o 1435 14 iz
03 T4 15 T Benth ol 1438 [I5-80) T o,
[} Tk Ramp toward 1438 E 8 R
[ T i w1435 1 153 a0
3 T Rarmp toward 1435 £ [ [
[ Arve 2 destnaton ] (30
Final Destination: IH04355:M0; South

M [0

Note: New information will not be saved if the user clicks the Back button before saving or before going to the

next screen.

Note: On the Permit Fee Summary screen you have the option to Delete Permit, click the Save and Exit button to
save your progress and return to the Company Dashboard, or to Submit.
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BY SELECTING A LOCATION ON THE MAP

A user may route a trip using a latitude and longitude as an Origin or Destination if the trip needs to begin or end

at a specific point on an on-system road. This route point is a location on the map manually selected by the user.

TO SELECT AN ORIGIN OR DESTINATION BY CLICKING THE MAP

1. Begin a permit application to the point of entering a route as described in Ordering a Permit on page 120.

2. Select Lat/Lon / Map in the Origin or Destination field in the Enter Trip Panel.

The fields will change to allow you to enter latitude and longitude coordinates.

~5

Enter Trip

Origin [Lat/Lon / Map v|
Lat Lon
| | | | Find
Via Points
Destination |Lat/Lon / Map v
Lat Lon
| | Find

| Validate and Run |

Add Spiit Trip @

FIGURE 27: ENTER TRIP POINTS: ORIGIN OR DESTINATION LAT/LON / MAP

3. Enter the latitude and longitude in the Lat and Lon fields if you know the actual coordinates of the location to

be used. If you do not know the latitude and longitude coordinates, click the Find link to the right of the Lat

and Lon fields.
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The Find Lat Lon on Map screen will be displayed.

Find Lat Lon on #ap
Uze e map fo ind your lecation Cick the Seiect raao bution and then cick the locauon.

SOmgMap  OSeMc Peeus gity [ABEVMLLE [ Go | Cropen hek poin is Gosgs Mags | Dana |
W ) panEnananan]
* J 5zt s
[ o

FIGURE 28: THE FIND LAT LON ON MAP SCREEN

4. Use the Find Lat Lon on Map screen to select a routing Origin or Destination by clicking the map. See Set
Location Options on page 164 for more information on using and navigating this screen.
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TABLE 13: SELECT LOCATION SCREEN ELEMENTS

Element Function

Map Area

Will display roads in the state

Zoom Level

Click the Zoom Level buttons (+/-) to zoom in and out of the center of the map

Full Screen View

Click to view the map in full screen view

-

Drag Map Option

Select to drag the map to the area you would like to view

Select

Select to set a point on the map to use as a location to route

Focus City Tool

Select the name of a city or town from the Focus City dropdown list and click the
Go button to center the map on that city and zoom to a level where the city fills
the screen.

Go Button

Click to go to the city or town you want to zoom into after selecting the city name
from the Focus City dropdown list

Open click point in
Google Maps

If you would like to see a location in Google Maps before selecting it as an Origin
or Destination, click the radio button for Open click point in Google Maps and
then click a location on the map. Google Maps will open to display the location
you selected. Close Google Maps to continue.

Done Button

Click to return to the Enter Trip Panel

Use the Focus City tool (see To Use the Focus City Tool on page 165) and the Zoom tool (see Map Zoom

Operations on page 169) to locate the Origin or Destination location. Make sure you are zoomed in close

enough to see both directions of travel.

Click the Select radio button.

Find Lat Lon on Map
Use the map to find

2 Drag Map

ocation. Click the Select radio button and then click the location.

® Select Focus City: |ABBY\J1LLE

v| Go | ) Open click point in Google Maps

Click the desired location on the map.
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The Find Lat Lon on Map screen will be closed and the new location will be entered in the Lat and Lon fields in
the Enter Trip Panel.

Origin [Lat/Lon / Map v

Lat Lon
37.984507 | [98.316147 | Find
US-50 near Sylvia

Via Points

Destination |Address v]

Address City Zip

| [ABBYVILLE V] I:l

| Validate and Run ‘

Add Split Trip @

8. Enter the remainder of your Origin or Destination and click Validate and Run.
e
L
Enter Trip
Origin [Lat/Lon / Map v|
Lat Lon
37.984507 | [98.316147 | Fina
US-50 near Sylvia
Via Points
Destination [Lat/Lon / Map v|
Lat Lon
38.915516 | 97213891 | Fina
‘ Validate and Run |
Add Split Trip g
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The Trip Results Panel will be displayed.

Caretally chech the oue presamed below. If 1 I00KS comect, cick Next
| hiatve @ probéem win the roule and would ke i reviewed

Naoxt

WS-50, 5.1mi NE of Sylvia to K.
Trip Distance: 1164 Trip Tima:

% Dmg e O Gat Resmess

3mi E of Solomon

= 1
Pl o)

) Load Dimensisas Used Duning Routing
% Route Description

Driving Direstions
[

Oigia: 1350, 5.1ms WE of Syoria

Tial Cstination: K3 13, 8.3 § of Sckomen
ind [

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

9. Click Next to continue the permit application process.

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

Note: On the Permit Fee Summary screen you have the option to Delete Permit, click the Save and Exit button to
save your progress and return to the Company Dashboard, or to Submit.

Helpful Hints:

e  When selecting a location, zoom in sufficiently to view both lanes of travel for divided highways.

e Select the location traveling in the correct direction.

e If you click too close to an intersection, the system will assume the intersection as your location
selection.

e If you select a location that is not on a state maintained road, the system will prompt you to pick
another location and will display all state maintained roads highlighted green to aid in your selection.
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SET LOCATION OPTIONS

TO SELECT AN ORIGIN OR DESTINATION USING THE LAT/LON / MAP OPTION

1. Use the Focus City tool (see To Use the Focus City Tool on page 165) and the Zoom tool (see Map Zoom

Operations on page 169) to locate the Origin or Destination location. Make sure you are zoomed in close

enough to see both directions of travel.

2. Click the Select radio button.

3. Click a location on the map.

The Find Lat Lon on Map screen will be closed and the new location will be entered in the Lat and Lon fields in
the Enter Trip Panel.

To Use THE Focus CiTy TooL

1. Select Lat/Lon / Map in the Origin or Destination field in the Enter Trip Panel.

5

Enter Trip

Origin |Lat/Lon / Map v|
Lat Lon
| | | | Fing
Via Points
Destination Lat/Lon / Map v]
Lat Lon
| | Find

‘ Walidate and Run ‘

Add Split Trip @

2. Click the Find link to the right of the Lat and Lon fields.
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The Find Lat Lon on Map screen will be displayed.

Find Lat Lan on Map
Uiz the map to find your lcaton. Click the Select radio bution and hen cick the iocation

® Crag Mag Sekect Foous Gity: [ABEYVLLE ~f Go | ‘C0pen cick pint i Googk: Mags | Dorme
7
= fiarrey]
iiacting=] o
& Em
o [aamte

3. Select the name of a city or town within the state from the Focus City dropdown list.

Find Lat Lon on Map
Use the map to find your location. Click the Select radio button and then click the location.

@ Drag Map MFOCUS City: [ABBYVILLE v| Go | Copen click point in Google Maps
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4. Click Go.

The map will center to the city or town that you entered and will zoom to a set level.

Find Lat Lon on Map
Use e map 1o ind yous location. CRck the Select radio buthon and then CIck Ifes ko aton.

® Dirag Map Select Focus City: [ABEYVILLE v Ga Open Bk point in Google Maps | Dong

+ @ J

"

eevan . e e e e

R
o SRS

GO
i
i @®
3
L ) e LmGTon A
: : Al
]
() @ &

Note: If you click Done instead of Go, K-TRIPS will take you back to the Enter Trip Panel to make a different routing
selection.
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To DRAG THE MAP TO A SELECT LOCATION

1. Select Lat/Lon / Map in the Origin or Destination field in the Enter Trip Panel.

S5

Origin [LatiLon / Map v
Lat Lon

| | Find
Via Points
Destination [LatiLon / Map v
Lat Lon

| | Find

‘ Validate and Run ‘

Add Split Trip (g

2. Click the Find link to the right of the Lat and Lon fields.

The Find Lat Lon on Map screen will be displayed.

Find Lat Lon on Map

Lisa the map i find your locaton. Click the Seiect rack bution and hen chck the locaton

#oragMap CSelect Foeus Chy: [ABEVVLLE ][Bo | ©open cick pont s Google Maps | Done

+

"

Drag the cursor around.

The map area will move with the cursor.

Leave the Drag Map radio button selected. This is the default radio button.

Place the cursor in the map area, click with your mouse, and hold the mouse button down.
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MAP Z0OM OPERATIONS

There are several methods to zoom in and out of the map area.

To ZOOM INTO A LOCATION ON THE MAP

You may use any of these methods to zoom in on the map area.

Double click a map location to center it on the map.

Use the Zoom tool (see Table 12: Map Zoom Tool on page 155)
Place your cursor on a map location and dial the scroll button on your mouse. The map view will
zoom into the location where your cursor is located.

Use the Focus City tool (see To Use the Focus City Tool on page 165)

BY ROAD AND MILE MARKER
A user may route a trip using a road and mile marker as an Origin or Destination if the trip needs to begin or end
on an interstate, Kansas highway, or US highway that has physical mile markers. This route point is a location

listing the roadway, mile marker, and direction of travel.

TO SELECT AN ORIGIN OR DESTINATION USING ROAD AND MILE MARKER

1.

2.

3.

Begin a permit application to the point of entering a route as described in Ordering a Permit on page 120.

Select Road and Mile Marker in an Origin or Destination field in the Enter Trip Panel.

]
Enter Trip

origin |Road and Mile Marker V|

Road: Mile Marker: I:l
Via Points

Destination |[Road and Mile Marker |

Road: Mile Marker: I:l

| Validate and Run |

Add Split Trip @)

Select the Road and the direction of travel from the associated dropdown lists.

FIGURE 29: ENTER TRIP POINTS: ORIGIN OR DESTINATION ROAD AND MILE MARKER
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4.

5.

Enter the mile marker number in the Mile Marker field.

Origin

[Road and Mile Marker v|

Road: Mile Marker:

Via Points
Destination |Address v
Address City Zip

| Validate and Run |

Add Spiit Trip (g

The Trip Results Panel will be displayed.

Enter the rest of your Origin and Destination, and click Validate and Run.

‘Carefully check the route presented below. If it Iooks correct, click Next
[ 1 have 2 problem with the route and would like it reviewed.

Road:136 Mile Marker 120. Direction: S to IH0035;MO;Kansas City
Trip Distance: 1336 Trip Time: 01:55 Save this inp

) Get Restriction |
—~p =

rmation For Road O Restrictions in 8ox.

Open click point in Gaogle Maps

[carbondale

—

061

fiickmaniiaii=]

E

4

(oo RmrE,

h5eiton] m
D]

Pamsteraan]
H
Pamoret] IMJ
R

¥} Load Dimensions Used During Routing
¥ Route Description
Driving Directions
Miles Route To Distance Time
Origin: Road:135 Mile Marker 120. Direction: §
a 135 South Bear i the right onto I35 [ 0008
[H TS T3 by BTURES ] I
01 135 Tum right onto |35 93 0000
02 3% Bear 1o the Narth onto |-35 [KANSAS TPKE] 05 0000
1681 135 North “Take Exit 127 toward I-35/US-50 EMPORIA & KANSAS CITY 256 0023
1024 135 North “Take Ramp toward I35 128 01-5¢
%4 135 North Take Ramp toward I-38 N 128.7 015
3 135 North Take Ramp oward I-35 N 1317 0154
1.0 135 North Arive at destination. 1338 01-55
Final Destination: [H0035MOrKansas City

36 0155
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Note: When the system doesn’t have any problems with the information entered, the Trip Results Panel will
display your route. Review your route and driving directions. Expand the Enter Trip Panel if you want to make any
changes. Changes will require you to click the Validate and Run button to update your route.

6. Click the Next button to continue the permit application process.

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

Note: On the Permit Fee Summary screen you have the option to Delete Permit, click the Save and Exit button to
save your progress and return to the Company Dashboard, or to Submit.

Helpful Hints:

e Select the correct direction of travel for divided highways.
e Verify the mile marker number. If you feel the mile marker number is correct, check the road
selected.
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By LANDMARK

A user may route a trip using a landmark as an Origin or Destination if the trip needs to begin or end at a specific
common location in Kansas. This route point is a saved location in K-TRIPS that is identified as a common Origin or
Destination for oversize travel.

TO SELECT AN ORIGIN OR DESTINATION USING A LANDMARK
1. Begin a permit application to the point of entering a route as described in Ordering a Permit on page 120.

2. Select Landmark in an Origin or Destination field in the Enter Trip Panel.

=4
Origin |Landmark v|
| Logistics Park - Kansas City V|
Via Points |None v
Destination | Landmark v|
Logistics Park - Kansas City v|

Validate and Run

Add Split Trip (@)

FIGURE 30: ENTER TRIP POINTS: ORIGIN OR DESTINATION LANDMARK

3. Select the location using the dropdown list.

=
“s
Enter Trip

origin [Landmark v|

Logistics Park - Kansas Ci h‘
HM

otor Carrier Inspection Station — Belleville
Motor Carrier Inspection Station — Kanarado
Motor Carrier Inspection Station — Liberal
Motor Carrier Inspection Station — Olathe (NB)
Motor Carrier Inspection Station — Olathe (SB)
Motor Carrier Inspection Station — South Haven
L|Motor Carrier Inspection Station — Wabaunsee (EB)
Motor Carrier Inspection Station — Wabaunsee (WB
Siemens Plant - Hutchinson
Staging Area - Garden City

Add Split Trip (@)
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4. Enter the rest of your Origin or Destination and click Validate and Run.

Origin [Landmark v
|Logistics Park - Kansas City v|
via Points

Destination [Landmark v|

|M010r Carrier Inspection Station — Olathe (NB) v|

Validate and Run

Add Split Trip @

The Trip Results Panel will be displayed.

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

5. Click the Next button to continue the permit application process.

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

Note: On the Permit Fee Summary screen you have the option to Delete Permit, click the Save and Exit button to
save your progress and return to the Company Dashboard, or to Submit.
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By CROSSING STATE ROAD

A user may route a trip using a crossing state road as an additional part of a route if the user is traveling on off-
system roads but must cross a state maintained road. Users can attain a permit for one or more crossing state
roads alone or use in conjunction with an Origin and Destination.

To ENTER A CROSSING STATE ROAD
1. Begin a permit application to the point of entering a route as described in Ordering a Permit on page 120.

2. Select Crossing State Road in the Origin field in the Enter Trip Panel.

<<
Origin Crossing State Road W
Road Location Direction

| NV

District:
Validate and Run

Add Split Trip @

FIGURE 31: ENTER TRIP POINTS: ORIGIN CROSSING STATE ROAD

3. Enter the Road, Location, Direction of travel, and District of the crossing location.

S
Origin Crossing State Road Vv
Road Location Direction
lus-77 | [ABILENE |
District:
Validate and Run

Add Split Trip @

4. Click Validate and Run.

5. Click the Next button to continue the permit application process.

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

Note: On the Permit Fee Summary screen you have the option to Delete Permit, click the Save and Exit button to
save your progress and return to the Company Dashboard, or to Submit.

Helpful Hints:

e Acrossing state road is not associated to a road segment so is not routed on the map.
e If using in conjunction with one Origin and Destination, or more in case of a Split Trip, enter all
crossing state road locations at the end of the route.
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ROUTING METHODS
You can generate a basic point-to-point route, or you can stipulate that a route be generated:

e Along specified roadways and through designated intersections (see To Generate a Route Via
Specified Roadways on page 177)
e Through specified Via Points (see To Generate a Route Through Designated Map Points on page 180)

POINT-TO-POINT

To GENERATE A ROUTE WITHOUT DESIGNATED VIA POINTS
1. Generate a route as described in Chapter 3 Generating a Route beginning on page 143.
2. Expand the Enter Trip Panel by clicking the Expand Chevron icon.

The Enter Trip Panel will be displayed.

3. Select the None option in the Via Points section. This is the default selection.

<<
Origin |Border Crossing v|
Select: | IH35, Kansas City MO v|
Via Points
Destination | Border Crossing v|
Select: |US24, Kanorado CO v|

| Validate and Run ‘

Add Split Trip @)

FIGURE 32: ENTER TRIP POINTS: VIA POINTS NONE

4. Click Validate and Run.
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The Trip Results Panel will be displayed.

Canefully Check e route presenied bekow. If 1L ooks Cormect, CIKk Next
| Prvie @ probieen wih T foute and would like it reviewed

IHO035;MO; Kansas City to US0024;CO;Kancrado

Trip Distance: 4207 Trip Time: 0602 Save ihis o

# Diag Map ) Get Resincton Insormation For Road O Resiriciions in Box

Open chick point in Google Maps.

1+] el g
s ] [rmrndhety

il

hcivokr] fiHastings]
or] Pmm a
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feiuclspring:]
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- 2
]
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%) Load Dimensions Used During Routing

% Route Descraption
Driving Directions
Mist Routs Te Distance Tima
Orign: 1M 35 MO Kanses City
08 35 South Take Ext 234 toward US-18GTTH 8T TREAYRANBOW BUVD 1] 0000

=5) Turn Peertn o LS~ 160 (174 STREET TRIT [TTH TRET] i1}

i)

US-168 Nor
US40 Morm

Continus Exaighi on LS80 [TTH STREET TRFY) [TTH TREY]

0003
1]
oot

a7

0008

D)

(]

0013

0 VNI SOiTCE-4 TOPERA & SALRGA

T

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

5. Click Next to continue the permit application process.

Note: New information will not be saved if the user clicks the Back button before saving or before going to the

next screen.

Note: On the Permit Fee Summary screen you have the option to Delete Permit, click the Save and Exit button to

save your progress and return to the Company Dashboard, or to Submit.
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HIGHWAY NAMES
This routing method allows you to:

e  Stipulate a path between an Origin and Destination
e Identify one or more roadways to use as a Via Point within the generated route

To use this feature, list the roadways that you want your route to take.

Via Points |Highway V|

Enter highways using KDOT naming in order of travel,
separated by commas. For example, |-70,US-183 KS-96.
I-70,U05-77

FIGURE 33: ENTER TRIP POINTS: VIA POINTS HIGHWAY

Note: Before entering any highway names or find on map vias, select the Origin and Destination and click Validate
and Run to generate the system defaulted route.

To GENERATE A ROUTE VIA SPECIFIED ROADWAYS
1. Generate a route as described in Chapter 3 Generating a Route beginning on page 143.
2. Expand the Enter Trip Panel by clicking the Expand Chevron icon.

The Enter Trip Panel will be displayed.

=4
origin |Border Crossing v|
Select: |IH35, Kansas City MO v|
Via Points
Destination |Border Crossing v
Select: |US24, Kanorado CO v|

| Validate and Run ‘

Add Split Trip @)

3. Select the Highway option, in the Via Points section.
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4.

The Highway Names field will be displayed.

|?1

Enter Trip
Origin |Border Crossing v
Select: [ IH35, Kansas City MO V|

Via Points Highway W

Enter highways using KDOT naming in order of travel,
separated by commas. For example, |-70,US-183 KS-96.

Destination |Border Crossing v|

Select: | US24, Kanorado CO v|

‘ Validate and Run |

Add Spiit Trip (@)

<
Origin |Border Crossing v|
Select: |IH35, Kansas City MO v

Via Points Highway W

Enter highways using KDOT naming in order of travel,
separated by commas. For example, |-70 US-183 KS-96.

U5-24,0U5-281

Destination | Border Crossing V|

Select: |US24, Kanorado CO V|

| Validate and Run ‘

Add Spiit Trip (g

Enter the names of roadways that the system should use to generate the route in the Highway Names field.
Highway names should be entered in the order of travel separated by commas.

Note: It is best to not duplicate the Origin and/or Destination in the list of via highways.

5.

Click Validate and Run.
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The Trip Results Panel will be displayed.

Carefully check the route presented below. If € Ioks comedt, chck Next

[Next |

| have a problem with the route and would i 1 reviewed

IHO035:MO: Kansas City to US0024;CO;Kanorado

Trip Distance: 434 Trip Time: 07 40 Save 1his g

® Drag Map O Get Restriction Forf Rosd _ OResrictions in Box O Open chek poinl in Googie Maps

- T
* gy fiNorthipiatte] T &
fGrandlisiand
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SeinEm — g |
F: ter]

}&ml;m °

35 DT . 58 M08 =

¥ Load Dimensiens Used During Routing

¥ Route Description
_Dmmg Directons
Mo Route Ta Distance Tima
e IHOO35 M0 Kamaas Gy

os =38 Soumn Takn Ext T34 toward US- 1807 TH 8T TREWYSLANBOW BLVD 08 Lo
3 = o v a7 U T TR T TR 55 %%
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T BT 3 o
13 170 Werst 138 ol
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001 Bear 10 the West onio US-24 20 Lra
01 Tiom ‘Wt onte US-24 [KS-13] [S-177] [TUTTLE CREEK RVDY 1201 3]
okl Tarn nght onts 10 W4 oo
456 TN Arree 3 Sestnaton [T} 0740
Final Destination; U S0024:C0 Kancr sdo

aM o780

Note: When the system doesn’t have any problems with the information entered, the Trip Results Panel will

display your route. Review your route and driving directions. Expand the Enter Trip Panel if you want to make any

changes. Changes will require you to click the Validate and Run button to update your route.

6. Click Next to continue the permit application.

Note: New information will not be saved if the user clicks the Back button before saving or before going to the

next screen.

Note: On the Permit Fee Summary screen you have the option to Delete Permit, click the Save and Exit button to
save your progress and return to the Company Dashboard, or to Submit.
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UNDERSTANDING HIGHWAY NAMES
The entered roadways are recommendations, not requirements. If the route requested is blocked by restrictions or

is perceived to be otherwise non-routable as entered, the system will ignore the request and route an approved

route.

For best results, use the official KDOT highway names:

TABLE 14: OFFICIAL KDOT HIGHWAY NAMES

Road Type Naming Convention Examples
Interstate Highways I-XX Where XX is the route number I-35
US Highways US-XX Where XX is the route number Us-169
State Highways KS-XX Where XX is the route number KS-10

FIND ON MAP

To GENERATE A ROUTE THROUGH DESIGNATED MAP POINTS

1. Generate a route as described in Chapter 3 Generating a Route beginning on page 143.

2. Expand the Enter Trip Panel by clicking the Expand Chevron icon.

The Enter Trip Panel will be displayed.

<4
e
Origin |Border Crossing v|
Select: [IH35, Kansas City MO v
Via Points
Destination |Border Crossing v
Select: |LUS24, Kanorado CO v

| Validate and Run ‘

Add Split Trip @
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3. Select the Find On Map option, in the Via Points section.

m——
“S
Enter Trip

Origin |Border Crossing v|

Select: | IH35, Kansas City MO Y

Via Points Find On Map
Select On Map ?

Destination |Border Crossing v

Select: |US24, Kanorado CO v]

| Validate and Run |

Add Split Trip @

FIGURE 34: ENTER TRIP POINTS: VIA POINTS FIND ON MAP
4. Click the Select On Map link.

The Select Lat/Lon Vias On Map screen will be displayed.

Select Lat'Lon Vias On Map
Zoom to the area you wish ta route through. Click the Select bution and clck on the map 5o set vias

® Diag Map Select  Focus City: [ABEYWILLE ~| Go Open cick paint in Google Maps | Done

R 5t o)
m_1

- it Faazts

hivitilHor==)

frcrcateityd

5. Zoom in and move around the map as described in To Drag the Map to a Select Location on page 168. You
must be zoomed in very close to click a location on the map as a Via Point.

6. Select a Via Point by clicking the Select radio button and clicking the map in the location you wish to add.
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The Via Point selected will be added to the list beneath the map and a numbered marker will be added to the

map.

# Lat Lon

Remove

, 39.114764551134435  -95.89754781962752  Remove

The same Via Point location will be placed in the Via Points section in the Enter Trip Panel.

Via Points |Find On Map V|

Select On Map | Clear Lat Lon Vias

1. 39.114764551134435:-95.89754781962752 Remove

7. Add additional Via Points to the list by repeating the previous steps. Via Points do not have to be entered in

consecutively traveled order.

Origin |Border Crossing v

Select: [IH35, Kansas City MO v

Via Points Find On Map v

Select On Map | Clear Lat Lon Vias

1. 39.114764551134435:-95.89754781962752 Remove
2. 39.11518562706322:-95.8992208919771 Remove
3.39.11549253339063:-95.90040994 337748 Remove

Destination [Border Crossing v

Select: |US24, Kanorado CO v

‘ Validate and Run ‘

Add Split Trip @
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Note: When selecting each Via Point, decide if you want to add this point to the end of the list or before a specific

Via Point.

Select LatiLon Vias On Map

008 1 We aa ot IR I FOute BWOUh G e Select butlon and <k o the map i 561 wias

<[ G

Open ciick pank in Google Maps | Dane

¥ Orag Map Select - inserd F! Foous Cley: | ABSYWVILLE
Before point 1
e pand 2
ini 3

+

s an

!
B
~—
&
H
i

—

[T
WAL,

/

sas

awwarm

Via Points can be individually removed from the list by clicking the Remove link on that line. The entire list can
be removed by clicking the Clear Lat Lon Vias link in the Via Points section on the left.

8. Click the Done button once finished.

The Vias will be entered into the trip between the Origin and the Destination.

9. Click the Validate and Run button.

Note: If the route requested is blocked by restrictions or is perceived to be otherwise non-routable as entered, the
system will ignore the request and route an approved route. It is best to not duplicate the Origin or Destination in

the list of Find on Map vias.
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The Trip Results Panel will be displayed.
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Note: When the system doesn’t have any problems with the information entered, the Trip Results Panel will
display your route. Review your route and driving directions. Expand the Enter Trip Panel if you want to make any
changes. Changes will require you to click the Validate and Run button to update your route.

10. Click Next to continue the permit application process.

Note: New information will not be saved if the user clicks the Back button before saving or before going to the

next screen.

Note: On the Permit Fee Summary screen you have the option to Delete Permit, click the Save and Exit button to

save your progress and return to the Company Dashboard, or to Submit.

Helpful Hints:

e When selecting a location, zoom in sufficiently to view both lanes of travel for divided highways.

e Select the location traveling in the correct direction.

e If you click too close to an intersection, the system will assume the intersection as your location

selection.

e If you select a location that is not on a state maintained road, the system will prompt you to pick
another location and will display all state maintained roads highlighted green to aid in your selection.
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GENERATE SPLIT TRIP

Split trips are two or more separate routes under the same permit. Split trip permits are used when:

e Avehicle and load will leave the state maintained road network and re-enter on same or different

road segment

e Avehicle and load must travel on off-system roadways in the middle of a route

To GENERATE A SPLIT TRIP

1. Begin a permit application to the point of entering a route as described in Ordering a Permit on page 120.

2. Click Add Split Trip in the Enter Trip Panel.

Origin [Address v

Address City

E— e ——

Via Points

Destination [Address v|

Address City Zip

E— v —] —

\|Validate and Run |
Add Split Trip g
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An additional Enter Trip Panel for the split trip will be displayed.

Origin [Address v
Address City Zip

| [ABBVVILLE v |:|
Via Points
Destination [Address v]
Address City Zip

| [ABBVVILLE Vil

| Validate and Run ‘

Add Split Trip g

¥ Split Trip

Origin [Address v
Address city zip

| [ABBVVILLE v |:|
Via Points
Destination [Address v
Address City Zip

| [AEBVVILLE V]

FIGURE 35: ENTER TRIP POINTS: SPLIT TRIP, POINT-TO-POINT

e You can route split trips over specified roadways as described in To Generate a Route Via Specified

Roadways on page 177.

e You can route split trips through specified locations as described in To Generate a Route Through
Designated Map Points on page 180.

3. Choose your Origin and Destination for each leg of the trip to be any combination of the following:

e Address

e Intersection

e  Border Crossing

e Lat/Lon/ Map

e Road and Mile Marker
e landmark

e  Crossing State Road
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4.

Click Validate and Run.

———
S5
Enter Trip
origin [Lat/Lon / Map v
Lat Lon
37.984485 | [-98.303602 | Find
US-50 near Abbyville
Via Points
Destination [Lat/Lon / Map v]
Lat Lon
37.984939 | [-98.117822 | Find
US-50 near Abbyville

‘ Validate and Run |

Add Split Trip g

Split Trip

Origin [Lat/Lon / Map M
Lat Lon
[37.951508 | |-98.105451 | Find

KS-61 near Abbyville

Via Points

Destination |Lat/Lon / Map v]
Lat Lon
37.862922 | |-98.284396 | Find

KS-61 near Turon
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The Trip Results Panel will be displayed.

Carefully check he rowte presented below. If 1 looks commect, click Next
| v & problam with the route and would ike it reviewad

.Nex‘.

U5-50, 5.Tmi W of Abbyville to K5-51, 8.6mi NE of Turon
Trip Distance: 128 Trip Time: 0018 Save Mis g
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% Load Dimensions Used During Routing
¥ Route Description
Driving Directions
Mdan Remste Ta Dratance Time
Orignc US540, 5.7mi W of Abbyville
a7 U5-50 East ATreg 3t SEFnaton. ar 0008
Deshination: US-50, 1.6mi NE of Abyville
Contact Rems County at 6206947976
L
Conlact Reno County al $20.894-2976
Origin: HOWARD ST, 5.4mi § of Abtryville
o HOWARD ST Tum Soulh oMo K341 ] 0000
61 K541 South AR 3t CeStnaton &1 0o
oo oo K81, L W o Taron
nus oo

The driving directions will be split for each leg of the split trip.

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

5. Click Next to continue the permit application process.

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

Note: On the Permit Fee Summary screen you have the option to Delete Permit, click the Save and Exit button to
save your progress and return to the Company Dashboard, or to Submit.
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ENTER TRIP FOR THIS PERMIT PANEL

The Enter Trip For This Permit Panel is used to load saved trips for routes to be generated.

LOAD SAVED TRIP

If you would like to use the Origin, Destination, and other routing points from a previously saved trip, select a trip
from the Load Saved Trip: dropdown list and click Load Trip. The routing information will be populated. This
information can be edited or kept the same. To obtain a route using the routing information, click Validate and
Run. The system will validate the route and provide a route based on current restrictions. See To Save This Trip on

page 195 for more information on how to save a trip.
To LOAD A SAVED TRIP

1. Begin a permit application to the point of entering a route as described in Ordering a Permit on page 120.

2. Select a trip from the Load Saved Trip: dropdown list in the Enter Trip For This Permit Panel and click Load
Trip.

Enter a Route

= Enter Trip For This Permit

“N
Load Saved Trip: ﬁ e
Origin Use the form to the left to ente lrip that the truck(s) will use for this permit.
Address City Zip You have 7 options for entering your origin and destination locations:

ABBYVILLE hd - An address - Enter the street number, street, city and/or zip code.

- - - The intersection of two streets — Enter each of the streets and the city of the
Via Points intersection location. The map will zoom into the intersection and may have several
location markers for you to select from; K-TRIPS produces turn-by-turn directions so

Destination choose the marker that best represents your location.
« Border crossings — If you are entering from another state or leaving Kansas, select your
Address City Zip highway and the nearest city to where you will cross the state line.

Lat/Lon/Map — If you have the geocode for your location, you may enter it. Example:
39.069953, -95.703455. You can also click Find after selecting Lat/Lon/Map to click a

ABBYVILLE Vv
location on the map.
Validate and Run - Road & Mile Marker — Enter the road, mile marker and direction of travel

- Landmark — Select from a dropdown of KS landmark locations.
Add Solit Trio @ - Crossing State Road — List the road name, text description of the location, direction of
Plit Trip g travel and district for the crossing. This option is primarily used for loads that are
traveling off system but must cross a state road.

You have the option to enter via points for your route

= Highway — Enter a single highway or a series of highways you would prefer to travel on
your trip.

= Find on Map — Click on “Select on Map” to open the map and select your highway via
points

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

The routing information will be populated in the Enter Trip Panel.
Note: This information can be edited or kept the same.
3. Click validate and Run.

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

4. Click Next to continue the permit application process.

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

Note: On the Permit Fee Summary screen you have the option to Delete Permit, click the Save and Exit button to
save your progress and return to the Company Dashboard, or to Submit.
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TRIP RESULTS PANEL

Once you have entered an Origin and Destination and clicked the Validate and Run button, the Trip Results Panel
will display as shown in the example. Table 15: Trip Results Panel Elements on page 192 defines the information
found in the Trip Results Panel.

Enter a Route
[ Back | [ Save and Exit | | Save
| [ Cavenam check ne route presenten besow. 1t ook comect, cack Hext e
11 Puarve & prodiem with [he Foule S0 would Il i peviewed L 1)
1135, 4.8mi NE of Mc Pherson to US-56, 1.5mi NW of Mc Pherson
Trip Distance: 5.7 Trip Time: 0007 Save (0 Ui
® Drag Map O Gel Resinction Infoemation For Road O Resinel Box  O)0pen chek point i Googke Maps
+ o
£ o . — |- i
Pem—— — E
= ™ | = 5 - E o
H 5 ; £ :
i i £ H £
; : : ’ .
rccain g mecasm me ; H
[5] LL g ; i = BT Meccusmms  moccaNgs  moccasy
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[r— comasTone v
7 5 3 Jr——
H H § !
§ .
— [res—
I R, =gy e
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e — Pe— L I— ] S—
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T 1
; e = = om motae R0 IRON OIS D INOM WORSE K3 L |
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TR BT SR SRAmATHA LN -
2 Load Dimensions Used During Routing
¥ Routs Description
Driving Directions
Moy Reouts o Chatamce Tierw
Ongin: 1135, 4.8mi NE of Mc Pharsos
(L] 135 Bouth Take Exit & toward US-560U5-51 BUS MCPHERSOM & MARION s [
[F] k135 Tum ‘West oo US-58 [US-81 BUS) ANSAS AVE] [I] [
45 LEEEE Wt Ao it LIS-55, 1 Smw N of Mo Pranson, KS 57 [
Final Destination: LIS-56. 1.5mi NW of Mc Pherson
E wwar

FIGURE 36: THE TRIP RESULTS PANEL
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TABLE 15: TRIP RESULTS PANEL ELEMENTS

Element Function

Back Button

Click to go back one page in the permit application process

Save and Exit
Button

Click to save your progress and exit the permit application

Save Button

Click to save your progress

Expand Chevron

Click to expand the Enter Trip Panel to view/edit your route points

Route Review
Checkbox

Check this box to have your route reviewed. A field will display to add notes describing
what you would like for the route to do.

Next Button

Click to proceed to the next page in the permit application process once routing is
complete

Origin/Destination

The Origin and final Destination of the current route

Trip Distance

The total distance of the calculated trip in miles

Trip Time

The estimated traveling time for the vehicle calculated

Save this trip...
Link

Click this link to name the trip and have it recalled for future permit applications.

Drag Map

Default radio button. This will allow you to click the map and drag it to view different
areas of the map. For more information, see To Drag the Map to a Select Location on
page 168.

Get Restriction
Information For
Road

Select this radio button to view restriction information for a red highlighted road
segment on the map. After you click this option, click the road segment in question. You
must be zoomed in very close.

Restrictions in Box

Select this radio button and then click the Select area button. Resize the box and zoom
in so the area is seen clearly within the box. For more information, see Restrictions in
Box on page 200.

Open click point
in Google Maps

Select this radio button then click a point on the map to open the location in Google
Maps. Close Google Maps to continue with your permit application.
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TABLE 15: TRIP RESULTS PANEL ELEMENTS

Element Function

Map Area

The Zoom tool provides methods to quickly zoom in and out of the Map Area.

[ Tt .
; ‘Gapms A ] Fomahat e |
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Femm
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ey oxpmy
‘Bmeen  JopREd
S
iy

The roadways that are restricted for the current vehicle and load are displayed on the
map as red highlights.

Load Dimensions
Used During
Routing

Expand this section to review the load dimensions used in the permit application

Route Description

Expand this section to view the abbreviated route without the turn-by-turn driving
directions, distance, and time calculations. The abbreviated route mimics manual
routing terminology.

Driving Directions

This section will display the detailed turn-by-turn driving directions along with the
calculated distance and time for travel.
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SUBMIT A ROUTE FOR MANUAL REVIEW

You can Submit a Route for Manual Review if you are not able to get the route needed for travel. If you are not

able to get the necessary route due to restrictions, a KS Agency User may be able to obtain temporary override
permission if the load is needed in the restricted area. You must enter your Origin and Destination and click the

Validate and Run button before you can submit the route for manual review.

To SuBMIT A ROUTE FOR MANUAL REVIEW

1. Generate a route as part of a permit application as described in Chapter 3 Generating a Route on page 143.

The Trip Results Panel will be displayed showing the details of the generated route.

Canefully check e oule presemed betrw 1 8160k COMEC, Chtk Next
| bt 8 prodless wi ihe roule nd woukd B & reviewed

0035, M0 Kansas City to US0024:C0Kanorado
Tip Distance: 834 Trip Tima: 07 40 e 11 g

® Drag Map () Get Fiestre bon isformation For Anad () Restrichons n Bon () Open cick pont in Google Maps
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¥ Load Dimensions Used Duning Routng
¥ Routs Descripion

Driving Dirscticas.
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2. Check the box next to | have a problem with the route and would like it reviewed.

Carefully check the route presented below. If it looks comect, click Neat
R I have a probiem with the route and would ke it

Please enter the reason you would like ihe route reviewed

194 K-TRIPS Company User Guide



Chapter 4 Working With Your Trip Results

3. Enter the reason you would like the route reviewed in the empty field.
4. Click Next to continue the permit application process.
Your permit application will be submitted to the KS Permit Office for review and routing assistance.

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

SAVE THIS TRIP
From the Trip Results Panel, you can save a trip to recall for use at a later time. See Load Saved Trip on page 189

for more information on how to load a previously saved trip.

To SAVE THIS TRIP

1. Generate a route as part of a permit application as described in Chapter 3 Generating a Route on page 143.
The Trip Results Panel will be displayed.

2. Click Save this trip... to open the Save Trip box.

Carefully check the route presented below. If it looks comect, click Next

| have: a problem wath the: route and would hike it reviewed L heat

IHO035;MO; Kansas City to IH0035;MO;Kansas City
Trip Distance: 2 Trip Time: 0002 Save this op

® Draag May Gel Restnclien Information For Road Restrclions in Box Open chek ponl in Geogle Maps

TN TS
H

s sT

The Save Trip box will be displayed.

Save Trip ®

Saving this trip will allow you to
easily run it at a later date.

Save Trip As:
| | ‘ Save Trip

Cancel

3. Enter a name for the trip and click Save Trip or click Cancel to exit the Save Trip box and return to the Trip
Results Panel without saving. If saved, the Origin, Destination, and other routing points will be saved to recall
for a later route. See Load Saved Trip on page 189 for more information on how to load a previously saved
trip.
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RESTRICTIONS THAT AFFECT YOUR ROUTE

After generating a route, restrictions that apply to your vehicle and load dimensions will be displayed on the map
as red highlights. Viewing the details for these restrictions can assist you in identifying where you can or cannot
travel with your specific load size.

To VIEW THE RESTRICTION INFORMATION FOR A PARTICULAR ROAD
1. Generate a route as part of a permit application as described in Chapter 3 Generating a Route on page 143.

The Trip Results Panel will display the roadways with the roadways restricted to the current vehicle and load
by highlighting them in red.

IH0035;MO;Kansas City to IH0635;MO;Kansas City
Trip Distance: 0 Trip Time: 0 Save this trip...

® Drag Map O Get Restriction Information For Road ) Restrictions in Box O Open click point in Google Maps

+
-
4
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-
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3
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FIGURE 37: RESTRICTION ON YOUR ROUTE
2. Select the Get Restriction Information For Road radio button above the map area.

3. Zoom to a level where the restricted roadway you want to examine can be seen clearly.
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4. Click the restricted roadway.

IH0035;MO;Kansas City to IH0635;MO;Kansas City
Trip Distance: 0 Trip Time: 0 Save this trip...

(O Drag Map _® Get Restriction Information For Road O Restrictions in Box O Open click point in Google Maps
+
-
&
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w
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The Restriction Information screen will be displayed.

Note: This screen will list any restrictions associated to the particular road segment that you selected. Each
restriction will include the official KS text for that restriction, and the dimension, or dimensions that are associated

to it. At least one of the restrictions for that section of road will apply to the vehicle and load you are routing since
it was highlighted red.

Restriction Information
Road Name:|-635 Road ID:597314

Close

12311-0il Service Rig No Interstate Travel (Aug 5 2013,
Permanent)

Conditions: Permit Type Restricted: 251;

9816-0105-B0184 WYANDOTTE CO 16'11" NB 1-635 (Jan 19
2012, Permanent)

Conditions: Height: 16'11";

FIGURE 38: THE RESTRICTION INFORMATION SCREEN
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5. Click the Close button to exit Restriction Information and return to the Trip Results Panel.

Note: If you receive the following error message, zoom in closer on the map and be sure to click the road segment
that is highlighted red.

Message from webpage 2

l L Mo restrictions found.

. 1 T

TABLE 16: RESTRICTION INFORMATION SCREEN ELEMENTS

Element Function

Road Name The K-TRIPS routing system name of the current road segment

Road ID The K-TRIPS Road Segment ID

Close Button Click to close the Restriction Information screen

Conditions Axle Weight | Roadway restriction prohibits vehicle with any single axle greater than

the stated weight.

Group Axle Roadway restriction prohibits vehicle with any single axle group
Weight greater than the stated weight. The Tandem is for any 2 axle group,
the Tridem is for any 3 axle group, the Quad is for any 4 axle group.

GVW - Any Roadway restriction prohibits loads that have a gross weight greater
Vehicle than the stated weight for any vehicle.

GVW - Roadway restriction prohibits loads that have a gross weight greater
Combination | than the stated weight for any combination vehicle. A combination
vehicle is any vehicle that can be separated into a power unit and a
trailer.

GVW - LCV Roadway restriction prohibits loads that have a gross weight greater
than the stated weight for any vehicle that meets the definition of a
Kansas Long Combination Vehicle.

GVW -Single | Roadway restriction prohibits loads that have a gross weight greater
than the stated weight for any single vehicle. A single vehicle is any
vehicle that cannot be separated.
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TABLE 16: RESTRICTION INFORMATION SCREEN ELEMENTS

Element Function

Height Roadway restriction prohibits loads that are greater than the stated
height.

Length Roadway restriction prohibits loads that are greater than the stated
length.

No Permits Roadway restriction prohibits any OS/OW travel.

Non-Routing | Roadway restriction does not affect routing but instead allows for the
inclusion of restriction wording on the permit.

Permit Type | Roadway restriction that affects the selected Permit Type.
Restricted

Width Roadway restriction prohibits loads that are greater than the stated
width.
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RESTRICTIONS IN Box
From the Trip Results Panel, you can view restrictions by clicking the restricted road segment as described in To

View the Restriction Information for a Particular Road on page 196, or you can draw a box on the map to display all
restrictions within the shape.

To VIEW THE RESTRICTION INFORMATION FOR AN AREA ON THE MAP
1. Generate a route as part of a permit application as described in Chapter 3 Generating a Route on page 143.

The Trip Results Panel will display the roadways with the roadways restricted to the current vehicle and load
by highlighting them in red.

2. Select the radio button for Restrictions in Box from the Trip Results Panel.

IH0035;MO;Kansas City to IH0635;MO;Kansas City
Trip Distance: 0 Trip Time: 0 Save this trip..

® Drag Map O Get Restriction Information For Road O Restrictions in Box O Open click point in Google Maps
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3. Click Select area

IH0035;MO;Kansas City to IH0635;MO;Kansas City
Trip Distance: 0 Trip Time: 0 Save this trip..

O Drag Map O Get Restriction Information For Road _® Restrictions in Box & Open click point in Google Maps

The Restriction Information screen will be displayed along with the highlighted box.

IH0035;MO;Kansas City to IH0635;MO;Kansas City
Trip Distance: 0 Trip Time: 0 Save this trip...
® Drag Map

O Get Resriction Information For Road () Restrictions in Box () Open click point in Google Maps

Restriction Information
Road Name: Road ID:

0105-B0182 WYANDOTTE CO 16'6™ SB 1635

Conditions: Height: 16'6"

0105-B0182 WYNDOTTE CO 15'9" SB K55
Conditions: Height: 15'9"

0105-B0182 WYANDOTTE CO 1510” NB 1-635
0105-B0182 WYANDOTTE CO 15'9" NB 1635
Conditions: Height: 15'9""

0105-B0183 WYANDOTTE CO 16'4" NB KS-5

Conditions: Height 16'4"
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Note: All restrictions contained within the highlighted box on the map will be listed on the Restriction Information
screen.

4. Zoom to a level where the restricted roadway you want to examine can be seen clearly.

5. Resize this box until the area in question is included within the box.

IH0035;MO;Kansas City to IH0635;MO;Kansas City
Trip Distance: 0 Trip Time: 0 Save this trip..

® Drag Map

O Get Restriction Information For Read O Restrictions in Box () Open click point in Google Maps

Restriction Information
Road Name: Road ID:

0105-B0182 WYANDOTTE CO 166"

Conditions: Height: 16'6"

0105-B0182 WYNDOTTE CO 159" SB KS-5
Conditions: Height: 15'9"

0105-B0182 WYANDOTTE CO 15*10™ NB 1635
Conditions: Height: 15'10"

0105-B0182 WYANDOTTE CO 159" NB |-635
Conditions: Height: 15'9"

0105-B0183 WYANDOTTE CO 164" NB KS -5

Conditions: Height: 16'4"

6. Click Select area within current zoom
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The Restriction Information screen will be displayed. This screen displays the restrictions found in the
highlighted area.

Restriction Information %
Road NMame: Road ID:

Close

0105-B0055 WYANDOTTE CO 167" SB 1-635

Conditions: Height: 167"

0105-B0151 WYANDOTTE CO 151" NB US-69

Conditions: Height: 15'1".

0105-B0182 WYANDOTTE CO 16'6" 5B 1-635
Conditions: Height: 18'6".

0105-B0182 WYNDOTTE CO 159" SB KS-5

Conditions: Height: 15'9".

0105-B0182 WYANDOTTE CO 15"10™ NB 1-635

Conditions: Height: 1510".

0105-B0182 WYANDOTTE CO 159" NB 1-635

Conditions: Height: 15'9".

0105-B0183 WYANDOTTE CO 16'4" NB K5-5

Conditions: Height: 16'4".

0105-B0184 WYANDOTTE CO 161" NB 1-635

Conditions: Height: 16'11".

0105-B0190 WYANDOTTE CO 157" SB KS-5
Conditions: Height: 157"

0105-B0311 WYANDOTTE CO 16™11" NB 1-635

Conditions: Height: 16'11".
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'\ Remove selection

7. Click Remove selection to reset the highlighted box and repeat previous steps.

IH0035;MO;Kansas City to IH0635;MO;Kansas City
Trip Distance: 0 Trip Time: 0 Save this frip.._

® Drag Map O Get Restriction Informaticn For Road O Resirictions in Box O Ope

Restriction Information
Road Name: Road ID:

=

0105-B0055 WYANDOTTE CO 167" SB 1635
Conditions: Height 167"

0105-B0151 WYANDOTTE CO 151" NB US-69

Conditions: Height: 15'1"

0105-B0182 WYANDOTTE CO 16'6" SB 1635

Conditions: Height 16'6"

0105-B0182 WYNDOTTE CO 15'9" SB KS-5

Conditions: Height: 15'9"

0105-B0182 WYANDOTTE CO 15"10” NB 1635

Conditions: Height: 15'10".

0105-B0182 WYANDOTTE CO 159" NB 1-635

Conditions: Height: 15'9"

0105-B0183 WYANDOTTE CO 164" NB KS-5

Conditions: Height 16'4"

0105-B0184 WYANDOTTE CO 16*11" NB 1635

Conditions: Height 16'11".

0105-B0190 WYANDOTTE CO 157" SB KS-5

Conditions: Height: 157"

0105-B0311 WYANDOTTE CO 161" NB 1635

Conditions: Height 16'11".

0105-B0309 WYANDOTTE CO 158" WB KS-5

39.14293 : -94.7121

8. Click Close to return to the map.

Note: If there are a large number of restrictions displayed, reduce the size of the box for best results.
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TRIP RESULTS: ROUTE DETAILS
This section in the Trip Results Panel provides details about the load and roadways used in the current route. This
information is also available in the Permit Details. See Permit Details on page 116.

) Load Dimensions Used During Routing

(€)

) Route Description

(&)

FIGURE 39: TRIP RESULTS: ROUTE DETAILS

TABLE 17: TRIP RESULTS: ROUTE DETAILS

Element Function

Load Dimensions

Expand this section to review the load dimensions used in the permit application.

Used During

Routing

Route Expand this section to view the abbreviated route without the turn-by-turn driving
Description directions, distance, and time calculations. The abbreviated route mimics manual

routing terminology.

TRIP RESULTS: LOAD DIMENSIONS
Beneath the map there is a dropdown list that will populate with the load dimensions that were entered prior to
calculating the trip. This is provided as an entry error checking feature to ensure that the route generated matches

the vehicle and load parameters you intended.

(2) Load Dimensions Used During Routing
Width: 12 . 0 in. Height: 13ft. Bin.
Length: 75 ft. 0in Weight: 20000
Front O'Hang: 0 ft. 0 in. Rear O'Hang: 0. 0in.
Lowboy: yes Hydraulic: no

FIGURE 40: TRIP RESULTS: LOAD DIMENSIONS
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TABLE 18: TRIP RESULTS: LOAD DIMENSIONS

Dimensions Definition

Width Greatest width of the vehicle and load

Height Greatest height of the vehicle and load

Length Total length of the vehicle and load

Weight Total weight of the vehicle and load

Front O’Hang Length of the load extending beyond the foremost point of the vehicle

Rear O’Hang Length of the load extending beyond the rearmost point of the vehicle

Lowboy Denotes whether unit entered is a lowboy or not. This is a display item only and is not
currently used in K-TRIPS.

Hydraulic Denotes whether the trailer is equipped with hydraulics. This is a display item only and
is not currently used in K-TRIPS.

TRIP RESULTS: ROUTE DESCRIPTION

The Route Description is an abbreviated route excluding turn-by-turn directions, distance, and time. The
abbreviated route mimics manual routing terminology. The Route Description will be displayed when the Expand
Chevron icon is clicked.

() Route Description
=== |H0035:MO Kansas City <==1-35 South, @ US-169/7TH ST TRFWY/RAINBOW BLVD, 1-35, US-169 South, I-35, 1-35 North==> IH0035: MO Kansas City <==

FIGURE 41: TRIP RESULTS: ROUTE DESCRIPTION
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ROUTING USING BRIDGE STUDIES

In order to route a Superload in K-TRIPS a user must utilize a Bridge Study. The route will be tied to the Bridge
Study, and the user will not be able to make changes to the route. The process for issuing the first permit using a
Bridge Study is different from the process for issuing subsequent permits.

Note: The user will only be able to issue additional permits for a Bridge Study if the Bridge Study has been
approved for more than one permit.

To BEGIN THE FIRST SUPERLOAD PERMIT APPLICATION FOR A BRIDGE STUDY
1. Begin a new permit application as described in Ordering a Permit on page 120.

2. Select Overdimension Superload from the Permit Type dropdown list.

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

ProMiles Test 1 606056

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

Contact Name: |Korri Ayers |
Contact Phone: 409-555-1212
Contact Email: |k.ayers@promi|es.com |

& Primary Delivery Method: [WebDownload ™
Additional Delivery Method:

& Company Reference: | |

@ Permit Type: [Overdimension Superload M
From: |5/03/2017 To: |05/0972017

& [] This permit will require additional approvals that may affect the start date.

A valid bridge study number allows you to override the waiting period for the permit start date.
If you have valid bridge study number, you may enter it now.| || Validate Bridge Study ID

Note: KDOT requires a three day wait for the first Superload processed on a Bridge Study. Users must submit the
permit application at least three days from the start date of the permit. If a user has an approved Bridge Study for
a Superload Permit that has already been issued, and the Bridge Study is valid for subsequent permits, users can
put that approved Bridge Study ID number in the empty field and click Validate Bridge Study ID to override the
waiting period for the permit start date. Approved Bridge Studies are valid for 30 days and for up to ten
subsequent permits as determined during the first permit application. A subsequent permit cannot be issued using
an approved Bridge Study if the permit expiration date extends past the expiration date of the Bridge Study. For
example, if the Bridge Study is good for two more days, a new Superload cannot be ordered using the approved
Bridge Study because the permit is valid for seven days. A new Bridge Study would need to be generated for the
permit.
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3. Select a Start Date for the permit at least three days from today’s date.
Note: The Start Date will default to today’s date.

4. Attest to the attest statement acknowledging that this permit will require additional approvals that may affect
the start date.

& Permit Type: |Overdimension Superload v

From: |5/03/2017 To: |06/092017

(7] This permit will require additional approvals that may affect the start date.

A valid bridge study number allows you to override the waiting period for the permit start date.
If you have valid bridge study number, you may enter it now. | || Walidate Bridge Study ID

5. Click the Next button.

Note: If you do not select a Start Date three days from today’s date, you will receive the following pop-up. Click OK
to exit the pop-up and return to the Order Permits screen to select a new Start Date on or after the suggested
date.

Message from webpage

Earliest allowed start date for this permit type is 5/06/2017. A minimum
l . of three days, between submittal and issuance, is required for bridge
analysis and review for every Superload.

6. Enter the vehicle and load information. (See page 126)

7. Click Next.
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As the Enter a Route screen is displayed, K-TRIPS will display the Bridge Study Confirmation screen.

Bridge Study Confirmation *

The dimensions for this permit require a bridge
¢ study. If you have a KDOT Bridge Study number
appropriate for this permit, enter it below and
0 click validate. If not, click the Enter a Route
button.

Bridge Study Number
| | | Validate Number |

If you don't have a Bridge Study number, click

Enter a Route below. | Enter a Route

8. Click Enter a Route for the first permit for the Bridge Study.

Bridge Study Confirmation »®

The dimensions for this permit require a bridge
¢ study. If you have a KDOT Bridge Study number
appropriate for this permit, enter it below and
i click validate. If not, click the Enter a Route
button.

Bridge Study Number
| | | | Validate Number |

If you don't have a Bridge Study number, click

Enter a Route below. | Enter a Route

The Bridge Study Confirmation screen will display a field asking for the number of permits to be used with the
Bridge Study. This field will default to the maximum of ten (10).

Note: Users do not have to utilize all subsequent permits on a Bridge Study, however, up to ten permits are
allowed to use a Bridge Study if approved by the Bridge User.

209 K-TRIPS Company User Guide



Chapter 5 Superloads

9. Enter the desired number of permits to be used with the Bridge Study. The default and maximum is ten (10).

10. Click Enter a Route.

Bridge Study Confirmation %

The dimensions for this permit require a bridge

¢ study. If you have a KDOT Bridge Study number
appropriate for this permit, enter it below and

i click Validate. If not, click the Enter a Route

. button.
1! Bridge Study Number
TI | | Validate Number ‘
il
Enter the anticipated maximum number of
L permits to be used with the bridge study:

| Enter a Route ‘

7T

The Bridge Study Confirmation screen will close.
11. Enter the routing information for the desired route as described starting on page 143.
12. Click the Validate and Run button.

A confirmation message will be displayed.

B| Message from webpage =

This permit requires a Bridge Study and will be routed by the KDOT
l . Bridge Office. Please continue to the next screen to submit the permit
application. If you would like to add notes to the permit application

m click on the Motes button on the next screen and add the notes. If the

1 Bridge Office has any questions they will be contacting you by email or
é fax. When your permit has been approved and is ready for you to

f purchase, you will be sent a notice,

=

f

T T IV,

13. Click OK.

Note: The Trip Results Panel will not display with the route. The permit will be routed by the KDOT Bridge Office. If
you would like to include additional information on the permit application other than your origin and destination,
you can do so by adding a note. For more information on adding notes to a permit application, see Permit Notes on
page 12.
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The Permit Fee Summary screen will display a summary of the application including the cost of the permit
being ordered.

Order Permits

ProMiles Test 1
Permit fee summary Permit ID: 20088

Permits Unit/Rig # Permit Fee Temp Weight Temp Reg Temp Fuel Mileage Total
Overdimension Superload 11023 $50.00 $0.00 $0.00 $0.00 $0.00 $50.00

Total $50.00 $0.00 $0.00 $0.00 $0.00 $50.00
[J|1 attest that I have read and understand all the legal reguirements for

ordering a& permit within the Kansas Truck Routing and Intelligent A @ “
B B ® Mot

Route Directions

[ Back | [ Save And Exit |

14. Check the attest statement that you have read and understand the legal requirements for ordering a permit.
The Submit button is not available until the attest statement is checked.

Note: Click the Permit Regs button to view a PDF of Kansas Permit Regulations.

15. Click the Submit button.

The Permit Submission Successful screen will be displayed and the permit will be enqueued for further
processing.

Order Permits
ProMiles Test 1
Permit ID: 20088
Permit Submission Successful!
Your permit has been submitted. The permit(s) generatecl for this order are

listed below. To view or check the status of your permit, return to the
Dashboard.

= Retumn to the dashboard
= Order another permit

The following permits were enqueued for further processing.

Permit ID

20088

211 K-TRIPS Company User Guide



Chapter 5 Superloads

16. Click the Return to the dashboard link or click the Home button to return to the Company Dashboard E

Note: Once the first Superload Permit for a Bridge Study is submitted there is a three day wait for approvals. Once
the Bridge Study and the permit have been approved, the permit will go to your Shopping Cart, and you will
receive an email that the permit is there awaiting payment/issuance. For more information on paying for a permit
out of the Shopping Cart, see Shopping Cart on page 85.

Note: Approved Bridge Studies are valid for 30 days, and any subsequent permits submitted that are associated to
an approved Bridge Study will self-issue as long as the vehicle and load dimensions are the same, the route is the
same, and there are no new restrictions that affect the route. The approved Bridge Study ID will be displayed on
the Permit PDF as seen in the example. This Bridge Study ID can be used for up to ten subsequent permits as
determined during the first permit application. A subsequent permit cannot be issued using an approved Bridge
Study if the permit expiration date extends past the expiration date of the Bridge Study. For example, if the Bridge
Study is good for two more days, a new Superload cannot be ordered because the permit is valid for seven days. A
new Bridge Study would have to be ordered for the permit.

FAILURE TO READ AND FOLLOW AlLL INFORMATION PROVIDED ON THIS

Kansas Superload Permit

P
B e
Tar W
Permit Number: 17000207 USDOT Number: 606056
Bridge Study ID: 330

0-0.0.0—06.0.0
10 5 = 5 5w 5= O

30
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To PROCESS SUBSEQUENT PERMIT APPLICATIONS USING AN APPROVED BRIDGE STUDY

If a Bridge Study has been approved for more than one permit, users will be able to self-issue additional permits
using that Bridge Study.

Note: Subsequent permits submitted that are associated to an approved Bridge Study will self-issue as long as the
vehicle and load dimensions are the same, the route is the same, and there are no new restrictions that affect the
route.

1. Begin a new permit application as described in Ordering a Permit on page 120.

2. Select Overdimension Superload as the Permit Type.

Order Permits
Select the permlt WDE,‘ below. AIIEI’I‘IaNVE\}' you may use the Permit Wizard

ProMiles Test 1 606056

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

Contact Name: ‘Kcm Ayers |
Contact Phone. 409-555-1212
Contact Email: ‘k.ayers@promlles‘ com |

& Primary Delivery Method: |WebDownload v
Additional Delivery Method:

& Company Reference ‘ |

& Permit Type: [Overdimension Superload v
From: |5/03/2017 To: |05/09/2017

& (] This permit will require additional approvals that may affect the start date

A valid bridge study number allows you to override the waiting period for the permit start date
If you have valid bridge study number, you may enter it now | H Validate Bridge Study ID

Note: KDOT requires a three day wait for the first Superload processed on a Bridge Study. Users must submit the
permit application at least three days from the start date of the permit. If a user has an approved Bridge Study for
a Superload Permit that has already been issued, and the Bridge Study is valid for subsequent permits, users can
put that approved Bridge Study ID number in the empty field and click Validate Bridge Study ID to override the
waiting period for the permit start date. Approved Bridge Studies are valid for 30 days and for up to ten
subsequent permits as determined during the first permit application. A subsequent permit cannot be issued using
an approved Bridge Study if the permit expiration date extends past the expiration date of the Bridge Study. For
example, if the Bridge Study is good for two more days, a new Superload cannot be ordered using the approved
Bridge Study because the permit is valid for seven days. A new Bridge Study would need to be generated for the
permit.

3. Select the Start Date for the permit.

Note: The Start Date will default to today’s date. If you are using an approved Bridge Study ID to issue this permit,
you can choose a Start Date for today’s date or after.

4. Attest to the attest statement acknowledging that this permit will require additional approvals that may affect
the start date.
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5. Enter the approved Bridge Study ID number in the empty field and click Validate Bridge Study ID.

&) Permit Type: [Overdimension Superload v
From: [5/04/2017 To: |08/10/2017

(7] This permit will reguire additional approvals that may affect the start date.

Avalid bridge study number allows you to override the waiting period for the permit start date.
If you have valid bridge study number, you may enter it now. |33E:I || Walidate Bridge Study ID

A confirmation message will be displayed if the Bridge Study ID is valid.

& Permit Type: [Overdimension Superload M
From: |5/04/2017 To: |05/10/2017

ﬁ This permit will reguire additional approvals that may affect the start date.

The bridge study is valid. You may enter a starting date as early as today.
A valid bridge study number allows you to override the waiting period for the permit start date.

If you have valid bridge study number, you may enter it now. |33D || Validate Bridge Study ID
6. Click Next.

7. Enter the the vehicle and load information. (See page 126)
8. Click the Next button.

As the Enter a Route screen is displayed, K-TRIPS will display the Bridge Study Confirmation screen.

Bridge Study Confirmation *

The dimensions for this permit require a bridge
¢ study. If you have a KDOT Bridge Study number
appropriate for this permit, enter it below and
0 click validate. If not, click the Enter a Route
button.

Bridge Study Number
| | Validate Number |

If you don't have a Bridge Study number, click

Enter a Route below. | Enter a Route
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9. Enter the Bridge Study Number for subsequent permits associated to the approved Bridge Study.

Bridge Study Confirmation %

The dimensions for this permit require a bridge

o study. If you have a KDOT Bridge Study number
appropriate for this permit, enter it below and

! click Validate. If not, click the Enter a Route
button.

Bridge Study Number
' 330 | | Validate Number |

If you don't have a Bridge Study number, click
Enter a Route below. ‘ Enter a Route ‘

10. Click Validate Number.

A confirmation message will be displayed.

Bridge Study Confirmation x®

The dimensions for this permit require a bridge
¢ study. If you have a KDOT Bridge Study number

appropnate_fm;thls_aetmﬂ_em:m;d;bglaw and

B click Validd Message from webpage ute
.| button.
o
i Bridge St l\ Bridge study approved.
1 330
of
m
If you don , click
; Enter a ROwee—eeror=reerareooe=—"—
5
t
11. Click OK.

K-TRIPS will validate that the Bridge Study is valid for all dates of the permit, that permits remain available for
the Bridge Study, that the dimensions and weights match, and that the route does not have any new
restrictions. If all of the conditions are met, K-TRIPS will display the route on the map and the driving
directions.
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Note: The user will be unable to change the route.

12. Click the Next button to continue.

The Permit Fee Summary screen will display a summary of the application including the cost of the permit
being ordered.

Order Permits

ProMiles Test 1
Permit fee summary.  Permit ID: 20093

Permits Unit/Rig # PermitFee Temp Weight Temp Reg Temp Fuel Mileage  Total

Overdimension Superioad 11023 $50.00 $0.00 $0.00 $0.00 $0.00 $50.00

Total $50.00 $0.00 $0.00 $0.00 $0.00 $50.00

|:| I attest that I have read and understand all the legal reguirements for - .

ordering a permit within the Kansas Truck Routing and Intelligent A u
Permitting System (E-TRIEPS). st

Route Directions

| Back | | Save And Exit Delete Permit

13. Check the attest statement that you have read and understand the legal requirements for ordering a permit.
The Submit button is not available until the attest statement is checked.

Note: Click the Permit Regs button to view a PDF of Kansas Permit Regulations.

14. Click the Submit button.
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The Permit Submission Successful screen will be displayed and the permit will be approved.

Order Permits

ProMiles Test 1
Permit ID: 20093

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
+ Order another permit

The following permits have been approved.

Permit ID

20093

Pay for the permits now.

From this screen you can Return to the dashboard, Order another permit, or Pay for the permits now. If you
do not pay for your permit at this time, it can be paid by the active date from the Shopping Cart. See Shopping
Cart on page 85 for instructions on paying for the permit.

Note: Approved Bridge Studies are valid for 30 days, and any subsequent permits submitted that are associated to
an approved Bridge Study will self-issue as long as the vehicle and load dimensions are the same, the route is the
same, and there are no new restrictions that affect the route. The approved Bridge Study ID will be displayed on
the Permit PDF as seen in the example. This Bridge Study ID can be used for up to ten subsequent permits as
determined during the first permit application. A subsequent permit cannot be issued using an approved Bridge
Study if the permit expiration date extends past the expiration date of the Bridge Study. For example, if the Bridge
Study is good for two more days, a new Superload cannot be ordered because the permit is valid for seven days. A
new Bridge Study would have to be ordered for the permit.

FAILURE TO READ AND FOLLOW ALL INFORMATION PROVIDED ON THIS

E : ‘-:}.l:lT .:;t:.'.'i E

HE :.i;.l_i:.- Iy
SR

Kansas Superload Permit

Permit Number: 17000605 USDOT Number: 606056
Bridge Study ID: 330
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APPENDIX A INSTALLATION OF KS COMPANY USER INTERFACE
This interface can be accessed from the Kansas Department of Transportation homepage at
http://www.ksdot.org/, from a link on the Kansas Department of Revenue Motor Carrier Information homepage at
http://www.truckingks.org, or accessed directly at https://www.k-trips.com. The K-TRIPS Mobile interface can be
accessed at www.k-trips.com on any mobile device or www.k-trips.com/mobile.

Note: This interface will require pop-ups. On your browser select Tools and allow or do not block pop-ups.
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GLOSSARY

Terms Definitions

Bid Route A feature that enables the user to create a route based on the vehicle and load
parameters without submitting a permit application to K-TRIPS. This feature is provided
as a service for quoting loads.

Condition A single detail of a restriction such as Length (that is, the maximum allowable vehicle
length on the restricted roadways) or No Permit (no oversize/overweight vehicles can
use the roadway).

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.

Off-system Roads not maintained by KDOT which need approval from another authority (for
example: district, county, or city) in order to route oversize/overweight vehicles.

On-system Roads maintained by KDOT on which they have the authority to route

oversize/overweight vehicles.

Radio Button

Radio buttons are used throughout K-TRIPS. A radio button or option button is a type of
graphical user interface element that allows the user to choose one of a predefined set
of options. Only one radio button can be chosen for each selection.

Restriction A restriction is an object in K-TRIPS that affects OS/OW routing. This object can be a
physical restriction such as a bridge with limits on clearance or it can be a legal
restriction such as no travel in an area at set times.

Terminal Some companies divide their operations into separate operating units. These operating

units may be called yards, divisions, terminals, or another preferred terminology. K-
TRIPS allows companies to divide their fleet into separate operating units and uses the
term Terminal to define these.
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