ePermitting Access Permit Application and Payment
Access Permits

Applying and paying for an Access Permit is done via the Clay County ePermitting System. Step-by-
step instructions are available below.

Instructions for Clay County ePermitting
System Access Permit Application and
Payment

Apply for a Access Permit on the Clay County ePermitting Website

Logging In

1. SelectLog in inthe upper right corner or the Access icon.

{= Clay County ePermitting - - Microsoft Internet Explorer provided by Clay County
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Clay County ePermitting Welcome, Guest!
@ New user | What's New | License agreement

2. Enter email address and password (the ones activated via the one time registration process).

To create a New user account, please review the online Registration Guide on the Clay
County

permit website. (The Registration Guide is applicable to Access, Utility and Moving permits.)


https://permitting.co.clay.mn.us/
http://mn-claycounty.civicplus.com/DocumentCenter/View/751

Note: Throughout the instructions Highway Department information is used as an example only.
Use your information as requested. /

Clay County ePermitting Mo usir

Please log in

Email Address:  highway.department@co.clay.mn.us

Passwoid: eesssses

Forgot your password?

Creating a Permit

3. Click on Access Permit in the Create application box.

Welcome, highway.department@co.clay.mn.us!
Log out | What's Mew | License agreement

Applications

Create application Your applications

Access
Show me:

o Incomplete Ready for Inspection [] Work Complete
Statistics Returned Active [ Canceled
Pending Review [] Denied

Incomplete:

Completed

*If you have sul
column.

a payment, but Clay County has not yet confirmed receipt of it, that amount will still show in the Amount Due

4. In Step 1, specify the Duration of the entrance by clicking the appropriate selection.

When finished, click Next >.



Clay County ePermitting

Applications

1. Duration

5. Applicant

6. Property Owner
7. Contractor

8. Sketch

9. Work Description
10. Terms

11. Payment

12. Review

Duration

* This entrance is: Permanent

Temporary

Welcome, highway.department@co.clay.mn.us!
Log out | What's New | Licen ment

_ s

Access permit application

5. In Step 2, specify if the Entrance Type by clicking the appropriate selection and specifying a Date
the entrance is needed by.

When finished, click Next >.

Applcatons

2. Entrance

5. Applicant
6. Property Owner

7. Contractor

8. Sketch

9. Work Description
10. Terms

11. Payment

12. Review

Entrance Type
* Entrance Type:

Dates

“ When is the entrance needed by?

©) Commercial (Permanent)

Fleld Atcess (Permanent)

O) Residential (Permanent)

o <=

Access permit application

6. In step 3, complete the Location Information to identify the location for this permit request by
completing the requested fields and drop down boxes.

3. Location

Location Information

The proposed entrance is on the side of County Road No. |22

1 | mies of spetific road, landmark, or intersection 50th StN|

Mark Location on Map
Mapped Location

Moorhead, mn

¥

-}

Access permit application

a. Next, complete the Mark Location on Map section.
Map tips:



1. Type the address or city & state in the Mapped Location bar and hit Find
it.

2. Use the zoom feature on the left-hand side of the map to help find your
location.

Select the hand icon to drag the map as needed.

4. Select the pencil icon to place a mark on the map.

(22) 57th Ave North (22)

(os)
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MARTINS FIELD

b. Next, complete the Address information and type of building being constructed.

When finished, click Next >.
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[ What type of building is being constructed? {Expand)
® None

Agricuitural
() Business
* Commercial

< Previous | [ Next>

7. In Step 4, complete the Building Information by describing the type of structure the access will
lead to.

When finished, click Next >.

Access permit application

2. Entrance

Building
Description

3. Location

4. Property

[rrevion ] [Woxtz]

5. Applicant

6. Property Owner
7. Contractor

8. Sketch

9. Work Description

10. Terms.

11. Payment

12. Review

8. In Step 5, complete the Applicant Information. Note: this will automatically populate with the
user demographic information on file.



When finished, click Next >.

Access permit application

< Previous | [ Next>

Applicant

1. Duration

2. Entrance

3. Location

5. Applicant

6. Property Owner
7. Contractor
8. Sketch

9. Work Description

* Name: partment Hig

* Address

Moorhead

“Phone: (218 )[298

Email. | nighway department@co|

<Previou. |

11. Payment

12. Review

9. In Step 6, complete the Property Owner information. Note: you may copy the applicant
information by selecting the Click to Copy button.

When finished, click Next >.

Access permit application

Property Owner
Same as Applicant? eI

* Name:

* Address: * Adess Lne 1

9. Work Description —
10. Terms
11. Payment

12. Review

10.In Step 7, complete the Contractor information. Note: you may copy the applicant information by
selecting the Click to Copy button.

When finished, click Next >.

Access permit application

1. Duration <Previous | [Next>

2. Entrance

Contractor

Same as Applicant? [JEISEYRI Same as Owner? [agEYewYg
4. Property

* Name:
5. Applicant * Address: * ddress Lne 1
6. Property Owner o E———

1. Contractor

9. Work Description
10. Terms

11. Payment

12. Review

11.In Step 8, attach the Sketch or picture of the location. Click Browse... and navigate to the file(s)
on your computer. After locating the file(s), click Refresh/Save new names for files.

Note: You will be required to attach a file in order to submit the permit request.

When finished, click Next >.



Access permit application

Sketch

© SKeteh: ey file: Browse..

0 v st
5. Applicant Acceptable file types you may upload include: png, jpg, gif, bmp, pdf
| Refresh / Save new names for files
6. Property Owner N - T T T
7. Contractor <Previous | [Next>

8. Sketch

9. Work Description
10. Terms
1. Payment

12. Review

12.1n Step 9, include any additional details of the request in the Work Description box.

When finished, click Next >.

Access permit application

1. Duration

<Previous | [ Next>

Work Description

2. Entrance

4. Property

5. Applicant

—
ey e [orovions | [wext>]

7. Contractor S—
8. Sketch

9. Work Description

13. In Step 10, review the Terms and if you agree, click the checkbox indicating | have read and
agree to these terms to accept at the bottom.

When finished, click Next >.

Access permit application

1. Duration

<Previous | [ Next>

2. Entrance

3. Location General
+ 1, We, the undersigned, herewith make application for permission to consiruct the Access Gonnection at the above location, said Access Gonnection will be constructed to conform with the regulations of the Department of Highway and to any special

provisions included in the permit It is agreed that all work will be done to the satisfaction o the Department of Highway. It is further agreed that no work in connection with this appiication will be started until the appiication is approved and the permit

issued. It s understood that this permit is conditioned upon replacement or restoration of the highw its original of to a satisfactory condition. It s further understood that this parmitis issued subject to the approval of local ity authorities having joint

supervision over said sireet or highway

At minimum, applicants shall attach a sketch of the property which shall incluge identification of existing and proposed Access Connections in relation to any County Highwa

See Section 836 of the County Development Code for specific Access Permit submittal requirements

The applicant should install a lath or stake at the location esired for the center of the proposed opening for accuracy during inspection prior to approval. The highway department wil discuss the location with the applicant if it needs to be moved

The Highway Department will inspect the location for safety, sight distance, proximity to ether access openings and drainage requirements. The appiicant will be notified of approval andlor any necessary requirements. All Access Connections will be

reviewed for compliance with the Gounty's Access Management Policy (see Gounty Development Code Section 5.3.6).

Ifthe Access Connection requires 2 drainage structure, the County will provide one culvert per quarter section in rural areas. In urban areas the County will provide one culvert per residence. The applicant will be responsile for installing the culvert the

County has provided. The Highway Department will determine and order the anpropriate size and length of culvert required.

I the Access Connection is for a residence or business receiving mail at the permitied location, Clay County will provide an approved mailbox support at the applicant's expense. Upon request, the mailbox support will be delivered at the same time as

the culvert. The applicant will be required to install the support.

+ The cost of constructing the Access Connection is the responsibility of the applic
Connection location

Ihen construction of the Access Connection is completed in accordance with specifications and special provisions noted on the permit, the applicant shall notify the Highway Department for final inspection. The permitted Access Connection will not be
considered complete until all disturbed areas have been fine graded. top soiled and seeded. All work is to be completed within 30 calendar days after receipt of the approved permit or as otherwise specified in the Access Permit. For additional
information on permit duration standards, see Section 8.3.6 within the County Development Code.

+ Prior to beginning any excavation work, Minnesota Law requires ine applicant or their contractor to contact Gopher State One-Call for locations of underground utilties. They can be reached at 800-252-1166.

henever work on the traveled portion of the roacway or shoulder is necessary, proper traffic control devices shall be fumished by the applicant and shall be in accordance with the most current edition of the Minnesota Manual on Uniform Traffic
Control Devices, which is also available for review at the Clay County Highway Department at the applicant's request

+ Please note that all equipment which may damage surfaced roadways is prohibited from use on the roadway. Any damage to the roadway surface due to loading, unloading or operating such equipment will be assessed to the applicant. Please help us

ct 0 way surfaces.
ave read and agree to these terms

4. Property

5. Applicant

- and such skelches shall De drawn te scale when required by the Enginger.

6. Property Owner

7. Contractor

3. Sketch

9. Work Description

10. Terms

B — . This includes any fill or excavating that may be required. In urban areas, it is the responsibility of the applicant to remove and replace curb and gutter at the Access

11. Payment

12. Review

A

14.1n Step 11, you are required to select a Payment method.

After the payment method is selected, click Next >.



Access permit application

Payment method

* Payment method Check

Fees

5. Applicant
[Appiy[Name [instructions

6. Property Owner |4pp ication Fee |’~|s fee includes the cost of two required inspections; one prior to construction and one after completion §100.00

7. Contractor Payment Total 5100.00)
N\
e |

8. Sketch

9. Work Description

1. Payment

15.1f any required information is missing, the applicable step will appear in red. Revise the
information in the step by clicking on its name in the left-hand column.

(e

* 2. Entrance

Please review this application
Application for Access Permit

Clay County

Clay County

Highway Department

2951 41 1/2 Street South

Moorhead, MN 56560

Phone: 218.299.5099

Fax: 218.299.7304

highway department@co.clay.mn.us

Road: 22
4. Applicant
5. Property Owner
6. Contractor
* 7. sketch

8. Work Description

Permit is for the construction of
ENTRANCE TYPE REQUIRED
Applicant Property Owner Contractor

10. Payment

11. Review

16. In Step 12, review the information provided. If needed, you can revise the information in any of
the steps by clicking on the step hame in the left-hand column.

Note: This is the last opportunity to revise the access permit application prior to submitting for
approval.

Access permit application

Please review this application
Application for Access Permit

Clay County

Clay County

Highway D

2951 41 1/2 Street South

Moorhead, MN 56560

Phone: 218.299.5099

Fax: 218.299.7304
highway.department@co.clay.mn.us

Road: 22
4. Property

5. Applicant

6. Property Owner
7. Contractor
8. Sketch

9. Work Description
Permit is for the censtruction of

Residential (Permanent)

Applicant Property Owner Contractor

Name Highway Department Highway Department Name: Highway Department Highway Department Name: Highway Department Highway Department

Address: 20614112818 Address: 2061411128t 8 Address: 2051 4117288
Moorhead, MN 56560 Moorhead, MN 56560 Moorhead, MN 56560

Phone: (218) 298-5028 Phone: (218) 298-5089 Phone: (218) 298-5099

11. Payment

Pager.

Fax

Emai highway department@eo.clay.mn.us
Dates

Entrance Needed By: 0410112015

If no changes are needed, click on Finish at the bottom.

Payment method Payment details
Credit Card Application Fee $100.00
Total: $100.00

[<Previvus
E—

17. If paying by credit card, click Pay Online. This will bring you to the card payment system.



Resources Your completed access applications

Temms and conditions

X Pending review (0of 1) 0272602015 1000 AM Access 3
Contact Info

Upon completion you will be automatically directed back to the main dashboard. The access
permit application you just submitted will be listed under Your completed access application
column. Click on the document icon to view your access permit application.

Create application Notes
Access
ONLINE PERMIT APPLICATION AVAILABLE SOON

Statistics
Your incomplete access applications
Incomplete
Completed
Total: 2 K &7 1201772014 08:43 AM

Resources Your completed access applications

Terms and conditions
: Pending review (0 of 1) 02/26/2015 10:00 AM Pay Onling $100.00

The permit application is pending review. Once it has been approved, it will move to an
Active status and you will be notified via an automatic email notification.

You can click on the link within the email message to open up the approved permit. You can
also check on the status by logging into your user account.

Permit Approval

18. Once your payment has been received, the Highway Department will review the permit
application and an email will be sent indicating that your application is either approved,
returned or denied.

If the application is approved, the email will indicate approved and will include a link on which to
click to view the permit. There must be an electronic signature in the Approved area for the
permit to be valid.

If the application is returned or denied, the email will indicate the new status and include a brief
description of the reason it has been returned or denied. It will also include a link on which to
click. Near the bottom of the page, in the Event Log area, further information regarding why the
permit was returned or denied will be provided.

o |f the permit is returned, you will be able to make appropriate adjustments per the
reason provided and resubmit the permit.

o |f the permit is denied, it will not be valid and indicate: This is not a valid permit and
new application will need to be submitted.



Making Payment Online

1. To make payment online click Pay Online.

Your applications

Incomplete

Pending
Incomplete

On Hold

Incomplete
X
L%

Pending

Incomplete
Resources

Terms and conditions

Incomplete

column.

Pending Review

Open
Active

Closed

[ Denied
[ Expired

01/02/2013 11:33 AM
01/02/2013 11:33 AM

[ cancelled

*If you have submitted a payment, but Clay County has not yet confirmed receipt of if, that amount will still show in the Amount Due

over weight permit

over dimensional permit

¥ Pending review (0 of 1) 02/07/2013 418 PM  PENDING: #184 Mack 456123 No over dimensional permit 1

2. Click the Process Payment button on the left side of the screen.

Claé Couni‘ Rt/Permit

Welcome, highway.department@co.clay.mn.us!

Credit Card Payment Moving Permit Information

¢} | Process Payment ID: PENDING: #4234 Date: 09/01/2015

Amount Due: $120.00

Type: Seasonal Harvest

Log out | What's New | License agresment

Multi-Move: No

Return to Listing

3. You will be connected to the online Value Payment Systems. Complete the required information.

Retain a copy of the receipt for your records.

(Do not use your browser's "Back" button. Instead, please navigate using the buttons below.)

PAYMENT REVIEW
DETAILS INFORMATION

PAYMENT
RECEIPT

This service allows you to pay your Clay County, MN payment electronically and is a service of Value Payment Systems. All payments are processed immediately and the
payment date is equal to the time you complete your transaction.

Account Information
Payment Type: Clay County

Permit Application: Moving Permits UID# 4234

$120.00

Payment Details
Select Payment Method”




Payment Amount : § 120.00
Card Number *

FOOGOOOOOOOOOK

Expiration Month” Expiration Year* Cw

- - - v 123

What is CVV?

Billing Information

[J Check this if card address is international.

Cardholder First Name* Last Name*
First Name Last Name
Billing Address™ City*
AnySt #1278 Anytown
State™ ZIP code”
—Select— e 37512
Contact Phone Number* Email Address
Phone Number email@email.com
©2015 Value Payment Systems, LLC Pawered by ValuePaymentSystems Privacy Policy | Contact Us|
—

If you have any questions, please do not hesitate to contact the Clay County Highway Department at:

295141 1/2 Street South

Moorhead, MN
56560
Phone: 218.299.5099
Fax: 888.259.8757



