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1  EPPS Next Portal 

1.1 Register for an Account 

Purpose  The purpose of this scenario is to verify and validate that an applicant can register for an 

account on the EPPS Next Portal. 

 

Step Action Expected Result 

1. 1 The applicant navigates to the SCDOT EPPS 

Next Portal:  

 

Test Portal URL: 

https://dev.community.encroachment.ext.scdot.go

v/Login?ReturnUrl=%2F 

 

The applicant moves to the SCDOT EPPS Next Portal page.  

 

2. 2 Click “Register” 

 

 

The applicant moves to the Registration Page to create an account 

 

3. 3 In the “Email” field: Type in the applicant’s email 

address and click ‘Submit’  

Follow instructions sent to your email to finish setting up your user account.  

 

 

https://dev.community.encroachment.ext.scdot.gov/Login?ReturnUrl=%2F
https://dev.community.encroachment.ext.scdot.gov/Login?ReturnUrl=%2F
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Step Action Expected Result 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1.2 Log in and Access User Dashboard 

Purpose The purpose of this scenario is to verify and validate that an applicant can log in to EPPS 

Next Portal and access user dashboard 

 



 SCDOT| EPPS Next Portal Training Guide 

 

4 

 

Step Action Expected Result 

1. 1 The applicant navigates to the SCDOT EPPS 

Next Portal 

 

The applicant moves to the SCDOT EPPS Next Portal page.  

 

2. 2

.  

The applicant enters the email/username and 

password associated with the applicant’s user 

account and clicks ‘Sign In’ 

 

The user successfully signs into the CommUnity Portal and the applicant can 

successfully access the user dashboard 
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Step Action Expected Result 

 
 

1.3 Create a New Permit Application 

Purpose The purpose of this scenario is to verify and validate that an applicant can create a new 

permit application in the EPPS Next Portal 

 

Step Action Expected Result 

1. 1 The applicant logs into the EPPS Next Portal and 

arrives at the landing page-dashboard.   

 

The applicant successfully logs in to their EPPS Next Portal and arrives at the 

portal dashboard 
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Step Action Expected Result 

 

2. 2 In the top-left side of the screen click  

 

The applicant successfully navigates to the ‘Create New Application” Window 
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1.3.1 Select Permit Type 

Step Action Expected Result 

1.  

 

Navigate to the ‘Select Application Type’ field 

click the to display the list of permits 

available to apply on the EPPS Next portal   

 

The display expands and shows the list of permit types available 

 

2. 2 
Select  on the category of your choice to 

further expand the category types  

 

The display expands and shows the permit types under the selected category.  
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Step Action Expected Result 

3.  
Select the   next to the permit type of your 

choice to select the permit type 

The display shows the permit type as selected 

 

4.  If applicable - add a ‘Project Name’.  When you 

are done, click ‘Next’ 

 

The application moves on to the “Provide Location’ portion of the application.  
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1.3.2 Search for Address and Select Road Segments 



 SCDOT| EPPS Next Portal Training Guide 

 

10 

 

Step Action Expected Result 

1.  

 

Click the ‘Search by Address’ field and enter the 

nearest address to where the work is occurring.  

Wait for the list of locations to populate, tehn 

select one from the map.  

 

A list of results appears. The map zooms in to display the selected location on 

the map and selects the closest street segment 

   

2.  Click on the map to select additional road 

segments where work will be occurring. 

 

The road segments are highlighted on the map and populate in the list below. 
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Step Action Expected Result 

3.  Add an image using the Redline Map tool to draw 

in more detail where the work is occurring 

 

4.  Use the map tools to draw pins, lines, or shapes 

where the work is occurring.  Click Save Drawing 

when you are finished. 

MapDrawing image appear in the section below the redline map.
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Step Action Expected Result 

5.  Click ‘Next’ to move on to the People portion of 

the permit application 

 

 

1.3.3 Add People Information 

Step Action Expected Result 

1.  In the ‘People’ section of the application, Click the 

 on the Permitee (Property Owner) 

The ‘Permitee’ field expands to enter the contact information  
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Step Action Expected Result 

2.  Enter the Permitee contact information including 

Name, Address, Phone Number and Email.   

 

Alternatively, click the “Use My Info” button to 

copy your own contact information. 

 

Repeat these steps for the Authorized Agent if 

applicable. 

Permitee information was entered successfully 

 

3.  Click ‘Next’ to move on to the details portion of 

the permit application 

User successfully moves to the ‘Details’ portion of the application.  
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1.3.4 Add Case Data 

Step Action Expected Result 

1.  In the ‘Details’ section of the application, Fill in 

the ‘Enrcoachment Application Data’ to answer 

applicable questions 

Applicant successfully fills in the ‘Encroachment Application Data’ 

 

 

2.  In the ‘Details’ section of the application, Fill in 

the ‘Checklist Data’ to answer applicable 

questions  

Applicant successfully fills in the ‘Checklist Data’ 
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Step Action Expected Result 

3.  Click ‘Next’ to move on to the documents portion 

of the permit application 

User successfully moves to the ‘Documents’ portion of the application.  

 

 

 

1.3.5 Add Files 

Step Action Expected Result 

1. 1 In the ‘Documents’ section of the application, add 

a document to the appropriate file location or 

Clicking “Browse” under the file location.  Slots 

marked as Required must have a document 

attached to them. 

The user is prompted to attach a file via the system ‘Open’ dialog window’ 
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Step Action Expected Result 

 

2. 2 Select the appropriate file and click  The selected file appears as an attachment  
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Step Action Expected Result 

3. 4 Click ‘Next’ to move on to the” Review & 

Complete’ portion of the permit application 

User successfully moves to the ‘Review and Complete’ portion of the 

application 
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1.3.6 View Summary and Submit 

Step Action Expected Result 

1. 1 In the ‘Review and Complete’ section of the 

application, Review the submitted information by 

clicking on each of the application sections  

 

2. 2 Toggle the “I agree to the terms and condition’ 

 

The submission button becomes available, and application is ready to submit  

 

3. 3 Click ‘Submit’ to submit the application User successfully submits the permit application 
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1.4 View Submitted Permit Applications 

Purpose The purpose of this scenario is to verify and validate that an end user can view submitted 

permit applications and associated information and documents 

 

Step Action Expected Result 

1.  Log into the EPPS Next portal to 

view submitted permit applications 

The applicant logs into the EPPS Next portal and lands on the Dashboard showing submitted 

permit applications 

 

 

 

1.4.1 View Application Summary 

Step Action Expected Result 

1. 1 On the dashboard locate your 

submitted permit 

The applicant locates the submitted permit application on the dashboard 
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Step Action Expected Result 

 

2.  
On the permit row click the  to 

view the application summary 

Applicant successfully navigates to the application summary showing application process and 

all associated information 
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1.4.2 View Existing Permit Information 

Step Action Expected Result 

1. 1 On the Application Summary click 

the  on any of the available 

panels to display the submitted 

permit information  

The applicant displays existing permit information located on the application summary 
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1.4.3 Download Existing Files 

Step Action Expected Result 

1. 1 On the Application Summary click 

the  on the Files tab to show 

available files to download.   

The applicant displays the existing files associated with the permit 

 

2.  Click the download button on the 

file you wish to download  

 

The file is automatically downloaded to the user’s computer  

 

3.  Click the downloaded file to open  
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1.4.4 Upload New Files 

Step Action Expected Result 

1. 1 On the Application Summary click 

the  on the Files panel to 

locate the ‘Upload Files’ Button 

The applicant displays the Files panel and locates the ‘Upload Files’ button   

 

2.  Click the ‘Upload Files’  

 

The Upload Files window opens  
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Step Action Expected Result 

3.  In the ‘Upload Files’ window, add a 

file by Clicking “Browse” under the 

Document name 

The user is prompted to attach a file via the system ‘Open’ dialog. 

 

4.  When file is selected click ‘Open’  The user successfully uploaded a new file to the existing permit application 
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1.4.5 Add Comments 

Step Action Expected Result 

1. 1 On the Application Summary click 

the  on the ‘Comments 

Panel’   

The applicant displays the ‘Comments Panel’   

 

2.  In the ‘Comment Box’ type the 

desired comment and click ‘Add 

Comment’ 

 

The applicant successfully submitted a comment on the permit  
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1.5 Request Final Inspection 

Purpose The purpose of this scenario is to validate that a user can request an inspection over the 

public portal 

 

Step Action Expected Result  

1. Log in to the EPPS Next public portal and click 

on the Inspections tab on your dashboard. 

 

 

A list of permits in the ISSUED status will appear on the dashboard 

 

2. Find the permit you want to schedule an 

inspection for and click on the  icon 

under the Actions column. 

The inspection request panel appears on the right side of the screen. 
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Step Action Expected Result  

 

3.  Select “Final Inspection” from the drop-down 

list, and then enter the date that construction 

was completed in the date picker.  Note that 

this must be on or after the date that the Final 

Inspection task became available in the 

workflow.  

 

The inspection and selected date are displayed in the panel on the right. 
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Step Action Expected Result  

 

4.  Enter your name, phone number, and any 

comments you have for the inspector.  

Optionally – upload a photo of the completed 

work.  Once you are done, click “Request 

Inspection” 

 

You will get a success message at the bottom of your screen.  

 

 

The Request New Inspection and Add Inspection to Calendar buttons appear.  
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Step Action Expected Result  

 

 

 

 

 

 

 

 

 

 

 


