Accessing the Construction Permit System through
Michigan Business one Stop

Purpose

Four Steps

The Michigan Department of Transportation (MDOT) implemented a new

Construction Permit System (CPS) on January 3, 2011. This document provides
the information you need to access the system and obtain a permit.

To obtain a permit you need to complete four basic steps. Detailed instructions

are provided below. Steps one and two only need to be completed the first time
you use CPS. Note: If you have already registered and created your One
Stop business profile, you can skip to step three.

1. Access One Stop

Step Action
a Go to www.michigan .gov/business. Click Go in the Start ~ START & REGISTER
and Register box. To get started, you will need to
sign up for a One Stop account,
then set up your business. These
are OMNE TIME OMNLY activites.
Get started now! Register for
Business One Stop.
b On the registration screen, enter the required information and Submit. Submit
C One Stop will send a temporary password to the e-mail REGISTERED USERS
address you provided in step two. Once you receive the e- o6 IN NOW TO
mail, return to www.michigan .gov/business and enter i —
X . X pply for new licenses and
your login ID and the password you received. Click Go. permits.
Renew licenses and permits.
Pay anline
Login 1D: Idawsonl4444
Password: Iuroouru
Forgot Password? m
d Fill in the required information to
Input old passward }ooooooooooooo
change your temporary password
to a password of your Choosing Input new password |~uooooo.
then Click Change Password Canfirm new password If‘f‘f'f‘l
Change Password
e Complete the security questions, and click Submit. Submit
f One Stop will display a welcome message. Click Continue.

Continue




Step Action

g | Review the One Stop Terms and Conditions, then click Accept at the Accept

bottom of the page.
2. Create a One Stop Business Profile
Step Action
a On the One Stop home page in the box  For Businesses:
that says, For Businesses, click Go. Start 3 new business
Add an existing business
Add a delegated business
GO

b On the Start or Add Business . Add My Existing Business q
page, select Add My Existing This option is for : '
Business and click Next. * Existing businesses that have already filed with DEL

* Existing sole proprietorships and general partnership
* An existing out of state business that is currently or i

c On the Describe Your Business page, select the appropriate business
type and complete the section labeled “Check all that apply.” Click Next
Next to continue.

+ | 1fyou are an individual using a “doing business as” (DBA), choose Sole Propietorship.
. If you are sole proprietor, you are not required to have an FEIN.

d | Review the Legal Agreement Text, then click Accept at the bottom of Accept
the page.

e Enter the information requested on the Identify Your Business page, and click Submit.
One Stop will retrieve your business’ records and display the name. If it is correct,
select the name and then click Next.

f One Stop will walk you through a series of questions to create your Proceed
business profile. As you complete each page, click Proceed. If you
need help, click use the Help or Contact Us links at the top of the page.

g When you finish creating your business profile, you will be on your One Stop

WorkSpace page. It will look something like the picture below. Note that the page has
four tabs, each of which provide different information.

White Fish Township 10# 102494 & Update [§] eCabinet % 2% Cart(0 ltems)
My My My
Workspace Filings Business Profile | Go To ...

My Tasks YA SI Print | AddaTask

Remove | Task Hame Help




Step Action
3. Access CPS
Step Action
a On the My Workspace tab (see previous diagram) click Add a Task. Add a Task
A new window will open.
b In the Add a Task window, search for Right-of-way. :
. : | Search: STFIZEEE I
One Stop will locate the Right-of-Way construction re Aladall
permits task. Click in the box to select it, and click Add.
Select Task Description
Right-of-Way Construction Permitz (Highway Right-of-
Way Uze)
c Back on the My Workspace tab, your task list will now include a link to the new

Construction Permit System. When
you click the link, you will receive a
screen that requires you to choose applicant or Contractor/Consult

‘EMDUI‘ Departmentiofdransportation
Michigan.gov Home CPS Home | Contsct€PS | CPSHelp

& Welcome Cpsg, A Construction Permit System

* = Required Fields

Right-of-¥WWay Construction Permits (Highway Right-of-Way Use)

ant.

T %

Sin Out

‘Welcome. Please complete the below steps to go to CPS Home Page.

Select if you are an applicant or a Contractor/Consultant managing permits for others?*
[ Applicant
 con tractor/Consultant

Michigan.gov Home CPS Home Contact CPS CPS Help State Web Sites

Privacy Policy | LinkPolicy | Accessibility Policy | Security Policy

Copyright@ 2008 - 2011 State of Michigan

Note: If you are the owning agency, you are considered the applicant. If you are
completing work on behalf of the owning agency, you are a Consultant/Contractor.
For example, Meijer may hire someone to design and construct a new driveway.
Meijer is the applicant, who they hire is the contractor/consultant. You may then
delegate authority to the the other party if necessary, which allows the other party to
view the application/permit, by following the instructions provided in “Delegating a
Business in MBOS”.




Step Action

c CPS will open. The main window is shown below.

# Create new Application
# Create new Application

From Template s The Construction Permit System (CPS) is a computer application used
il ‘-“* by the Michigan Department of Transportation (MDOT) to process
» My Applications / . construction permits for the regulation of state highway Right-of-Way.

Permits

Private and public entities planning to undertake construction activities
within state highway Right-of-Way are required to obtain a construction
permit.

# Application, Permit

g gt ROT e, e s,

d Complete the steps necessary to obtain your permit in Contact CP5 | CPS Help
CPS. While you are working in CPS, you can click either
CPS Help or Contact CPS at the top of the window if you need assistance.

When CPS opens, it opens in a new window. One Stop will
remain open, and you can return to it by clicking the button
P! for it on the task bar at the bottom of your window.

&1 MBS [-Business Worksp... |

-




4. Pay for Your Permit

Step Action
a Once you have finished using CPS to apply for your permit, | iy |
click Add to One Stop Shopping Cart. CPS will display S
a message indicating that the permit has been added to your shopping cart. Click the
link in the message to close CPS and pay for the permit in One Stop.
Click I1-=|'r-[% close CFS application and make payment.
b CPS will close. In One Stop, click the Shopping Cart link. Follow

the prompts on the One Stop screens to pay your permit fees. H’Sh-i% ing Cart

Your permit application will not be submitted until you pay for it in One Stop.




