MONTANA

DEPARTMENT OF TRANSPORTATION MDT ePART Helpful TIPS; PDF — Pop-up Blocker, Adobe Reader, and Add On’s
Revised 07/27/2020 1

MT ePART Helpful Tips

PDF - Pop-up Blocker’s, Set your default Adobe, Managing Add on’s

Contents
EPART LOGIN SCREEN: ...ttt sttt sttt be et st eneas 3
ADOBE READERI ...ttt b e sttt et et b e bt bt b st et et e eneas 4
POP-UP BLOCKER — INTERNET EXPLORER:.......cocctitiiiteieieieieesesie ettt 5
POP-UP BLOCKER — GOOGLE CHROME: .........cotiieiiertesieeieeeeee ettt sae e neenens 5
GOOGLE CHROME — SITE SETTINGS : ..ottt sttt s 6
HOW TO SET YOUR DEFAULT ADOBE: .......cooiiiiirisiisesiereeeeeee sttt st st 7
MANAGING ADD ON’S: ...ttt st te st st et e st et e s te et e tesseensessesseensesseensesseensensesseensensens 8
PRINT A PDF FROM ADOBE ...ttt sttt st sttt s e e sseesesseentenseeneenseses 11
1 R 13
POP UP BLOCKER: ..ottt sttt sttt st sttt et eseeaesbe st e e e e e ene e 14
MANAGE POP UP’S — [F OLDER THAN TETT ..ot 14
INTERNET BROWSING HISTORY — DELETION .....ootiieeeeeeeeeree et e 15
EDGE VS. INTERNET EXPLORER:.......coiioteereetee sttt sttt st sse e s nes 18
FIND YOUR WINDOWS VERSION: .......ooiieesietee sttt sttt sne e e e 19
TO SET INTERNET EXPLORER AS THE DEFAULT BROWSER:.......cccoviiieieireneserie e 20
CHANGE WINDOWS 10 DEFAULT WEB BROWSER: ......ccooiiirieeeeeeee e 21
HOW TO CHANGE YOUR DEFAULT BROWSER IN WINDOWS 10-YOU TUBE VIDEO......... 22
GOOGLE CHROME ISSUES.: ..ottt sttt sttt st sse st e sseesaessesseensessesnsensenns 22
EMAILS FROM MT.GOV: ...ttt sttt ettt sttt sttt sne b st sbe st e s e e 23
PASSWORD RESETS INFORMATION: ..ottt s 23
TO DELETE INDIVIDUAL PASSWORDS ..ottt sttt eens 24
RETRACT / EXPAND WINDOW: ...ttt ste ettt sae s ae e sseensessaensesseensensesns 25
USER GUIDE = 2.ttt sttt st ettt a e e s tesse et e sseeneeseeseentesseensentesseensensennes 25
WRENCH — VIEW: ...ttt sttt ettt be st sb et et et e ne e st eneebestesaenes 26
PENDING TRANSACTIONS ...ttt sttt st sttt se s sbe e en 26
CUSTOMER DASHBOARD : ...ttt stte et ste e sae e sreesestesseessessesssessesssensessesssessesseens 27

Alternative accessible formats of this document will be provided upon request. Please contact Motor
Carrier Services at 406-444-6130 / Montana Relay 711, to request this document in a different format.



MONTANA

DEPARTMENT OF TRANSPORTATION MDT ePART Helpful TIPS; PDF — Pop-up Blocker, Adobe Reader, and Add On’s

Revised 07/27/2020 2

PAYMENT DETAILLS: ...ttt ettt ettt ettt nesenenes 28
PAYMENT & CONTINUE BUTTON ..ottt 29
HOW TO PRINT A PAYMENT RECEIPT: ..ottt 30
HOW TO SEARCH FOR AN EXISTING PERMIT: .....c.cciiiieeiirieieeririnieeesesie e 31
HOW TO ADD A VEHICLE IN PERMITS: ..ottt 32
VIN: FOUND IN CVIEW ..ottt 33
VIN: NOT FOUND IN CVIEW, BUT DECODED SUCCESSFULLY ......ccccocoiiinrererrieeceieas 33
VIN: NOT FOUND IN CVIEW, AND NOT DECODED SUCCESSFULLY .......ccceceirinreeininenns 34
HOW TO CHANGE THE STATUS ON A VEHICLE IN PERMITS: .....cooiieeeeeeeeee 34
UPDATING INSURANCE ON A PERMIT ACCOUNT BY THE COMPANY .......cccovvrrrrireiennns 34
IMENU FINDER ..ottt et ettt ettt s sttt enenenenas 35
MENU FINDER — SEARCH RESULT ...ttt 35
CONTACTS TAB ...ttt ettt b ettt s et e e b e s et eb et e se e s ebe s et s etane 36
ROUTING DETAILS: ...ttt ettt sttt ettt eb et s etne 36

Alternative accessible formats of this document will be provided upon request. Please contact Motor
Carrier Services at 406-444-6130 / Montana Relay 711, to request this document in a different format.



MONTANA

DEPARTMENT OF TRANSPORTATION MDT ePART Helpful TIPS; PDF — Pop-up Blocker, Adobe Reader, and Add On’s
Revised 07/27/2020 3

EPART LOGIN SCREEN:

e Make sure you have Adobe Reader loaded on your computer. If this is a new
load, make sure you open the Adobe Reader application.

¢ On the ePART login screen, the three items below in the highlighted area need to
be checked green for this application to run properly.

Welcome to ePART
Application

Is your system ready?

@ Microsoft Internet Explorer: 11.0 «*
[5 adobe Acrobat version: 20.6. «
[ PopUp blocker Is disabled. «*

Forpot Passwaord?

D Disclaimer:

Use of the Montana Department of Transportation Web site ("51te”) Is governed by the
following terms, conditions, and disclalmers ("Terms"). Users of this Site agree to...
Detalls

ePART stands for Electronic Permit, Audit, Registration, and Tax.

Below, you will learn how to set your default Adobe Reader, change your PDF files from
opening in internet to Adobe Reader (add on’s), and how to set up Google Chrome.

Alternative accessible formats of this document will be provided upon request. Please contact Motor
Carrier Services at 406-444-6130 / Montana Relay 711, to request this document in a different format.
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ADOBE READER:

On the bottom right hand side of the ePART Login page, is a link to download Adobe
Reader, if you do not already have it.

(=3 Ll
AWM RE AR

If completing a new installation, make sure to restart the computer, not just a shutdown.

Welcome to ePART
Application

| Is your system ready?

@ Microsoft Internet Explorer: 11.0 »
[5 adobe Acrobat is not installed. x Get Adobe Reader
[4 PopUp blocker is disabled. «

i |

| a | Password ‘

Forgot Passwaord?

© Disclaimer:

I Use of the Montana Department of Transportation Web site ("5ite") is governed by the
I following terms, cenditions, and disclaimers ("Terms"). Users of this Site agree to...

Details
If this application is showing Adobe Acrobat is not installed, x Get Adobe Reader, this is
a warning message, not a hard stop. Logging into the application. Once logged in,
print a document from your account. If the document prints, no further action is
required.

If your system still does not see Adobe Reader, go to the Managing Add-on’s in this
document to correct the issue.

Alternative accessible formats of this document will be provided upon request. Please contact Motor
Carrier Services at 406-444-6130 / Montana Relay 711, to request this document in a different format.
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POP-UP BLOCKER — INTERNET EXPLORER:

If the pop-up blocker is not disabled, it will impact if items can be viewed in the ePART
Application.

When asked for the Pop-Up Blocker — select Options for this site and chose “Always
allow”. This message will show at the bottom of your screen)

7 § Always allow
Il Intemet Explorer blocked a pop-up from *.epartuat.celtic-host.com. Allow once i Options for this site ¥ More settings

Note: Devices, such as tablets, may not show the pop-up’s to be blocked.

POP-UP BLOCKER — GOOGLE CHROME:

Welcome to ePART
Application

I8 your sysnem nesdy?
- sn..' i ]
Ao

I g iy Ty BDS Wi o

||||||

B O T e ses o 28 - Baled [+ JBI G - R haw o W
L)

“‘How to disable a pop-up blocker” that is stopping this application from loading.

Alternative accessible formats of this document will be provided upon request. Please contact Motor
Carrier Services at 406-444-6130 / Montana Relay 711, to request this document in a different format.
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On the top right of the screen highlighted in yellow, click and choose the top radio
button. Then select “Done”.

GOOGLE CHROME - SITE SETTINGS:

There is a setting that must be turned off in the settings in the Chrome browser.

Select <Settings> <Privacy & Security><Site Settings> <PDF Documents>
Uncheck “Download PDF files instead of automatically opening them in Chrome”.

This will allow the pop-up to open as a PDF file instead of downloading.

Alternative accessible formats of this document will be provided upon request. Please contact Motor
Carrier Services at 406-444-6130 / Montana Relay 711, to request this document in a different format.
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HOW TO SET YOUR DEFAULT ADOBE:

Find a PDF Document on your desktop or in Windows / File Explorer. Do not open the
document, right-mouse click on it.
Go to “Open with”. Click on “Choose another app”.

Open with Adobe Acrobat DC
Print

% Edit with Adobe Acrobat
% Combine files in Acrobat...

E scan with Windows Defender...

& Share
B Adobe Acrobat DC Open with X
B Adobe Acrobat Reader DC cared to 5

B Google Chrome
€ =} Internet Explorer
£ [3 Microsoft Edge

Cut
Copy
Create shortout

Delete

Rename -

search the Store

Choose another app

How do you want to open this file?

Keep using this app

Featured in Windows 10

Microsoft Edge

Open PDFs right in your web browser.
Other options
Adobe Acrobat Reader DC
E Google Chrome

m Internet Explorer

&/ Always use this app to open pdf files

oK

e Make sure you click on Adobe Acrobat DC (in this situation that appears on the
screenshot).
e Check the box at the bottom. “Always use this app to open .pdf files.”

Alternative accessible formats of this document will be provided upon request. Please contact Motor

Carrier Services at 406-444-6130 / Montana Relay 711, to request this document in a different format.
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MANAGING ADD ON’S:
SINGLE TRIP PERMIT permit Mo.: S TN 1
m Date Issued ©  10/24/2019 i
M ITime Issued : 07:36:46 AN

1N

MOTOR CARRIER SERVICE DIVISION
PO BOX 4639 HELEMA, MT 50604-4632

Date Effective - 10/24/2019
Date Expires : 1072772019

Phone (4068) 444-6130
~

For most users, ePART PDF Files open as shown above, under https://

To change this, go into the Internet, go to Tools, Manage add-ons

U Delete browsing history... Ctrl+Shift+Del
InPrivate Browsing Ctrl+Shift+P
Turn on Tracking Protection
ActiveX Filtering
Fix connection problems...
Reopen last browsing session
Add site to Apps

View downloads Ctrl+J
Pop-up Blocker >
Windows Defender SmartScreen Filter > f

Manage media licenses L
Manage add-ons
Compatibility View settings
Subscribe to this feed... ]
Feed discovery
Performance dashboard Ctrl+Shift+U [
F12 Developer Toals
OneNote Linked Notes 3
Lync Click to Call C
Send to OneMote
ieSpell Options

ieSpell
Report website problems e
Internet options F

Alternative accessible formats of this document will be provided upon request. Please contact Motor
Carrier Services at 406-444-6130 / Montana Relay 711, to request this document in a different format.
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View and manage your Internet Explorer add-ons

Add-on Types Name
Adobe Systems, Incorporated

Adobe Acrobat Create PDF Toolbar
Adobe Acrobat Create PDF Helper
B Accelerators Adobe Acrobat Create PDF from Selection
®Tracking Protection BeyondTrust Software Inc

®F Toolbars and Extensions

£ Search Providers

PowerBroker Desktops Browser Helper
Microsoft Corporation

Skype for Business Browser Helper

Show: Lync Click to Call
Currently loaded add-ons = | Not Available
All add-ons

Currently loaded add-ons
Run without permission
Downloaded controls

On the Manage Add-ons page, under the “show” section, the default is shown as
currently loaded add-ons. Change this to All add-ons.

View and manage your Internet Explorer add-ons

Add-on Types Name Publisher Status Architecture  Load time Navigation...
(Not verified) Red Egg Software
ieSpellextension Class (Not verified) Red Egg S... Enabled 32-bit

SToolbars and Extensions

P search Providers
Adobe Systems, Incorporated

Bl accelerators

Adobe Acrobat Create PDF from Selection Adobe Systems, Incorp... Disabled 32-bitand ...
Oracking Protection Adobe Acrobat Create PDF Helper Adobe Systems, Incorp... Disabled 32-bit and ...
Adobe Acrobat Create PDF Toolbar Adobe Systems, Incorp... Disabled 32-bitand ...

Adobe PDF Reader Adobe Systems, Incorp... Enabled 32-bit and ...

eyondTrust Software Inc
Show:
All add-ons v

PowerBroker Desktops Browser Helper BeyondTrust Software Inc Disabled 32-bit and ...
Cisco WebEx LLC v

Adobe PDF Reader
Adobe Systems, Incorporated

Version: 19.10.20064.310990 Type: ActiveX Control
File date: Tuesday, December 4, 2018, 11:50 AM Search for this add-on via default search provider
More information

Disable
Find more toolbars and extensions|..
3 Close
Learn more about toclbars and extensions

The Adobe PDF |Reader shows as Enabled.

Click on Adobe PDF Reader and the disable button will appear at the bottom of the
screen.

Click on the Disable button.

Alternative accessible formats of this document will be provided upon request. Please contact Motor
Carrier Services at 406-444-6130 / Montana Relay 711, to request this document in a different format.
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View and manage your Internet Explorer add-ons
Add-on Types Name Publisher Status Architecture  Load time Navigation... ~
®f Toolbars and Extensions (Not verified) Red £gg Software

ieSpellExtension Class (Not verified) Red Egg S... Enabled 32-bit
+” Search Providers

Adobe Systems, Incorporated

B accelerators . . .

Adobe Acrabat Create PDF from Selection Adobe Systems, Incorp...  Disabled 32-bitand ...
®Tracking Protection Adobe Acrobat Create PDF Helper Adobe Systems, Incorp...  Disabled 32-bitand ..

Adobe Acrobat Create PDF Toolbar Adobe Systems, Incorp... Disabled 32-bit and ...

Adobe PDF Reader Adobe Systems, Incorp... Disabled 32-bitand ..

BeyondTrust Software Inc
Show: PowerBroker Desktops Browser Helper BeyondTrust Software Inc  Disabled 32-bitand ...
Alladd-ons 1| cisco WebEx LLC "
Adobe PDF Reader
Adobe Systems, Incorporated
Version: 19.10.20064.310990 Type: ActiveX Control
File date: Tuesday, December 4, 2018, 11:50 AM Search for this add-on via default search provider
More information
Enable

Find more toolbars and extensions... al
Learn more about toolbars and extensions ose

The Adobe PDF Reader will now show as disabled. And the button at the bottom will
change to show this as enable. (Yep, this seems backwards)

To test this, click on the item in ePART.

999-

Do you want to open or save DisplayPage.pdf (119 KB) from mdt.epart.celtic-host.com? Open Save |~ Cancel

The message above will appear. Click open.

Alternative accessible formats of this document will be provided upon request. Please contact Motor
Carrier Services at 406-444-6130 / Montana Relay 711, to request this document in a different format.
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Toaols DisplayPage pdl (5 N G:'
S 8 B Q @ Ak MO @ - B P & () share |
-~ i {:1
- TERM PERMIT Permit No.: -
o \ Mm Date lssued ;101242018 P
- I Time Issued 08:56:00 AM
151 § ot e Tr =
' MOTOR CARRIER SERVICE DIVISION T =
PO BOX4639 HELENA, MT 596044639 Dale Expiress - _ 1213172019 B
& Prone (406) 444-6130 °

PERMITTEE NAME

UsDOT NO
DEA NAME APPLICATION NO
ADDRESS NSURANCE CO

0
Vehicle : -
ViIN MAKE YEAR PLATE NO. JUR UNIT NO. a
MACK 2018 BC 122 ;
L]
Maximum Permitted ; *
I Overall WIdlhI 1507 l Qwverall Length[ 85'0° I Qverall Helghq 15°6"
Load Code and Descriptions - [E3
Load Code Load Description =
oT MISC

The document now appears as a PDF (secured)

PRINT A PDF FROM ADOBE:

When your PDF populates on your screen, when you see this appear, click on the
Adobe Acrobat Toolbar (or Ctrl + H),

This will then populate the toolbar. Click on the Envelope Icon.

B & Q ©@ 12 R MO s - m B AT

Alternative accessible formats of this document will be provided upon request. Please contact Motor
Carrier Services at 406-444-6130 / Montana Relay 711, to request this document in a different format.



MONTANA

DEPARTMENT OF TRANSPORTATION
Revised 07/27/2020
~ Adobe Acrobat @
'6‘ How would you like to email this document:
\,| - * Send a link (URL) to the PDF file on the Web?
* Send a copy of the entire PDF file as an attachment?
l Send Link l l Send Copy l l Cancel

Click on Send Copy

=

Send

Fromw

To..

Cc..

Bce...

Subject

Attached

DisplayPage.pdf

DisplayPage.pdf
61 KB

MDT ePART Helpful TIPS; PDF — Pop-up Blocker, Adobe Reader, and Add On’s
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This will put your PDF into an email. This may work differently on the email depending
on what users are using for their email provider.

Alternative accessible formats of this document will be provided upon request. Please contact Motor

Carrier Services at 406-444-6130 / Montana Relay 711, to request this document in a different format.
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ADOBE:

If Adobe is needed, there is a link provided on the ePART Application page in the
bottom right hand corner.

If you cannot get your adobe to show up in ePART, go into Internet, Tools, Internet
Options, go to the Advanced Tab, and click on the reset button.

Internet Options

| General | Security | Privacy | Content | Programs | Advanced |

Settings

=

[ Use software rendering instead of GPU rendering™
@ Accessibility
["] Always expand ALT text for images
Enable Caret Browsing for new windows and tabs
Move system caret with focus/selection changes
Flay system sounds
Reset text size to medium for new windows and tabs
Reset zoom level for new windows and tabs
owsing
Always record developer console messages
Close unused folders in History and Favorites™
Disable script debugging (Internet Explorer)
Disable script debugging (Other)
Display a notification about every script error -

« 11 | »

m | »

[
2 OO0l

]

*Takes effect after you restart your computer

’ Restore advanced settings ]

Reset Internet Explorer settings

Resets Internet Explorer's settings to their default K
condition.

You should only use this if your browser is in an unusable state.

@ some settings are managed by your system administrator.

[ 0K I ’ Cancel Apply

Right mouse click next to “help” and make sure your bars are turned on that you want
on as these will reset with the reset of internet.

f\, om ‘I(\'f,) ‘ http://mdtinfo.mdtmt.gov/

File Edit View Favorites Tools Help
: = v
% Nic NIC... g iper.. @) Disa.. & Job. >

Menu bar

Favorites bar

Command bar

v Status bar

Snagit

Adobe Acrobat Create PDF Toolbar

v Lock the toolbars
Show tabs on a separate row

Alternative accessible formats of this document will be provided upon request. Please contact Motor
Carrier Services at 406-444-6130 / Montana Relay 711, to request this document in a different format.



MONTANA

DEPARTMENT OF TRANSPORTATION MDT ePART Helpful TIPS; PDF — Pop-up Blocker, Adobe Reader, and Add On’s
Revised 07/27/2020 14

POP UP BLOCKER:

When asked for the Pop Up Blocker — go to Options for this site and chose “Always
allow”.

Always allow

Il Internet Explorer blocked a pop-up from *.epartuat.celtic-host.com. Allow once More settings

Note: not all devices allow the pop-up’s to be blocked, such as tablets.

MANAGE POP UP’S — IF OLDER THAN IE11

With Internet Explorer still open, select from the menu: Tools / Internet Options /
Advanced Tab

o Browsing section / uncheck the “Reuse Windows for Launching Shortcuts” (this
does not show up as an option if you are running Internet Explorer 11)
o Click “Apply” and “Ok”

Internet Opticns

N
| General | Security | Privacy | Content I Programs | Advanced
Settings
|D Browsing -

| i Reusé windows for Iaunn:hinﬁ shortcuts (when tabbed bror :

With Internet Explorer still open select Tools/ Internet Options / Privacy Tab:
o While on the Internet Options Privacy, tab, make sure that your privacy setting is
at Medium.

Alternative accessible formats of this document will be provided upon request. Please contact Motor
Carrier Services at 406-444-6130 / Montana Relay 711, to request this document in a different format.
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INTERNET BROWSING HISTORY — DELETION

On your Menu Bar in the Internet.

Users can click on the Delete Browsing History on the top of the Tools Page; or by
going into Internet Options (shown at the bottom of this screen shot)

Help
Delete browsing history... Ctrl+Shift+Del
InPrivate Browsing Ctrl+Shift+P

Turn on Tracking Protection
ActiveX Filtering

Fix connection problems...
Reopen last browsing session
Add site to Start menu

View downloads Ctrl+)
Pop-up Blocker 4
SmartScreen Filter »

Manage add-ons
Compatibility View settings

Subscribe to this feed...
Feed discovery 4

Performance dashboard Ctrl+Shift+U
F12 Developer Tools

Lync Click to Call

Report website problems

Internet options

This can also be found on the command bar on the internet

b kg

f;i’f - :\1 ~ [ Eé.] ~ Page~ Safety~ Tools~ 'i@i'

Click on Tools / Internet Options

Alternative accessible formats of this document will be provided upon request. Please contact Motor
Carrier Services at 406-444-6130 / Montana Relay 711, to request this document in a different format.
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Internet Options @

General | Security | Privacy | Content | Programs | F\dvanced|

Home page

/‘ To create home page tabs, type each address on its own line.
“

2 12

+//mdtinfo.mdt.mt.gov, -

[ Use current H Use default ” Use new tab

Startup
-.:_.I Start with tabs from the last session
(@) Start with home page

Tabs

Change how webpages are displayed in tabs.

Browsing history

Delete temporary files, history, cookies, saved passwords, and
web form information.

[ ] pelete browsing history on exit

[ Delete... I ’ Settings ]

Appearance
Colors H Languages ” Fonts ” Accessibility ]
[ OK ] ’ Cancel ] Apply

User will click on Delete, which will bring up another popup window.

Alternative accessible formats of this document will be provided upon request. Please contact Motor
Carrier Services at 406-444-6130 / Montana Relay 711, to request this document in a different format.
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Delete Browsing History LX

[] Preserve Favorites website data
Keep cookies and temporary Internet files that enable your favorite
websites to retain preferences and display faster.

Temporary Internet files and website files
Copies of webpages, images, and media that are saved for
faster viewing.

Cookies and website data
Files or databases stored on your computer by websites to save
preferences or improve website performance.

History

List of websites you have visited.

[ ] pownload History
List of files you have downloaded.

[] Form data
Saved information that you have typed into forms.

[] passwords
Saved passwords that are automatically filled in when you sign
in to @ website you've previously visited.

[ ] Tracking Protection, ActiveX Filtering and Do Not Track ¢
A list of websites excluded from filtering, data used by Tracking
Protection to detect where sites might automatically be sharing details
about your visit, and exceptions to Do Not Track requests.

About deleting browsing Delete I l Cancel

history

Make sure that “Preserve Favorites website data” is unchecked.

You will want to have at least Temporary Internet files and website files; Cookies and

Website Data; and History checked for deletion.
The rest of the items you may either check or uncheck.

Click the Delete Button.

Alternative accessible formats of this document will be provided upon request. Please contact Motor

17

Carrier Services at 406-444-6130 / Montana Relay 711, to request this document in a different format.
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EDGE VS. INTERNET EXPLORER:

Microsoft Windows 10 will ship with two browsers: Internet Explorer 11 3 and the new
Edge browser e (Note the differences of how the two pictures look).

The Edge browser will be the default browser, and Internet Explorer 11 will be available

to support legacy workflows. The new Edge browser will not have any support for
ActiveX plug-ins. Therefore, the Acrobat/Reader plug-in won't work with Edge.

Use Internet Explorer 11 to open PDFs.

Alternative accessible formats of this document will be provided upon request. Please contact Motor
Carrier Services at 406-444-6130 / Montana Relay 711, to request this document in a different format.
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FIND YOUR WINDOWS VERSION:

This procedure does not make any changes to your computer. It only tells you how to
find your Windows version.

&

2. Type winver into the Run box (see below) then click OK.

1. Press + R on your keyboard (at the same time)

Type the name of a program, folder, document, or
Internet resource, and Windows will open it for you.

Qpen: -wmveri :

You will now see a box that tells you your Windows version. Some examples are shown
below where the arrow indicates the Windows version. This is usually sufficient as a
Windows version number.

Here's Windows 10:

About Windows X

am Windows10

Migosoft Windows

Version 1511 (OS Buid 10586.11)
© 2015 Microsoft Corporation. All rights reservy
The Windows 10 Pro operating system and it

by trademark and other pending or existing
the United States and other countries freqdifis.

interface are protected
tual property rights in

This product is icensed under thiflicrosoft Software Licence
Terms to:

Alternative accessible formats of this document will be provided upon request. Please contact Motor
Carrier Services at 406-444-6130 / Montana Relay 711, to request this document in a different format.
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TO SET INTERNET EXPLORER AS THE DEFAULT BROWSER:

1. Click the Tools button in the top-right corner of the browser, then select Internet
Options.

2. The Internet Options dialog box will appear. Select the Programs tab.

Internet Options

General | Security | Privacy | Content | Connections Pfﬂgfamh Advanced

Opening Internet Explorer

3. Locate and select Make Internet Explorer the default browser, then click OK.
Any link you open on your computer will now open in Internet Explorer.

Internet Options ?

General | Security | Privacy | Content | Connections | Programs | Advanced

Opening Internet Explorer
e Choose how you open links.
Always in Internet Explorer on the desktop

| Open Internet Explorer tiles on the desktop
Make Internet Explorer the default I:r-:‘.wse{r.rij

Manage add-ons

q

! Enable or disable browser add-ons dd
installed in your system. Manage add-ons

HTML editing

: Choose the program that you want Internet Explorer to use for
@f editing HTML files,

HTML editor: Microsoft Ward v

Internet programs

Choose the programs you want to use
for other Internet services, such as 5et programs
e-mail,

File assodations

Choose the file types that you want —
Internet Explorer to open by default, Set assodations

Alternative accessible formats of this document will be provided upon request. Please contact Motor
Carrier Services at 406-444-6130 / Montana Relay 711, to request this document in a different format.
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CHANGE WINDOWS 10 DEFAULT WEB BROWSER:

In the search field type: default browser and hit Enter. Or just click Choose a default
browser from the top of the search results.

W & Filters ~~
Best match
O— (Choose a default web browser

n —
8=" system settings

Settings
s> Default app settings
Search suggestions

O default browser - Gat web search results

That brings you directly to Settings > System > Default apps, where the Web browser
option is already highlighted. As you can see, Edge is currently set as the default.

& Projecting to this PC u

L i .
[ Apps for websites Wb browser

@D About ‘ E Maicrosolt Edge

Regat to the Microsolt recommended defaults

Raget

To change it click on Microsoft Edge and a menu of different browsers you have
installed on your PC pops up. Choose the one you want.

Alternative accessible formats of this document will be provided upon request. Please contact Motor
Carrier Services at 406-444-6130 / Montana Relay 711, to request this document in a different format.
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wuie 'Choose an app

H Microsalt Edge

Phato Firefon

E B Google Chrome
it Bk

Videa y | Intermet Explarer

S

E Lok far an app in the Stone
Web b

E Microsoft Edge

It will then give you a pop up asking you to Check it out or Switch anyway. Click on
Switch anyway

w  Before you switch

Try Miicrosoft Edge—it's new, it's fast, and it's
Wiy  basR bor Windows 10,

E Check it out
WIECT ANy W
Wet

E Miicrosoft Edge

HOW TO CHANGE YOUR DEFAULT BROWSER IN WINDOWS 10-YOU

TUBE VIDEO:
https://www.youtube.com/watch?v=XG5agq0xnMTw

GOOGLE CHROME ISSUES:

Google Chrome has given MT users some issues when it comes to the payment screen
with Montana Interactive (MI). Make sure that the MI Receipt is closed and that you
continue back into the ePART Application.

Alternative accessible formats of this document will be provided upon request. Please contact Motor
Carrier Services at 406-444-6130 / Montana Relay 711, to request this document in a different format.
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EMAILS FROM MT.GOV:

If you believe that you should have received an email from an mt.gov email address,
please check your spam/junk folder.

PASSWORD RESETS INFORMATION:
Your new password must adhere to the following rules:

Password must be at least 8 characters long.

Password must begin with an alphabetic character.

Password must also contain at least one numeric character or one of the following
special characters: $ # or _.

Password cannot contain your account number.

Password cannot be reused within 60 days or 6 password changes

In the ePART system the following applies regarding passwords:

You will have 5 attempts to insert your User ID and/or password

If you use all 5 attempts your account will be locked and will require the MDT system

security officer to reset the password.

o If the MDT system security officer resets the password, you will be required to
enter a password and reset your secret questions.

If you click “Forgot Password” you will be required to answer your secret question to

get to the change password screen.

If you select “Change Password” from within the system you will be required to enter

your old password, enter a new password, and change your secret question.

To reset your password: Click on the Forgot Password link under the Log in section on
the “Welcome to ePART Application” page.

Forgot Password? i

Alternative accessible formats of this document will be provided upon request. Please contact Motor
Carrier Services at 406-444-6130 / Montana Relay 711, to request this document in a different format.
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TO DELETE INDIVIDUAL PASSWORDS:

My |

Alternative accessible formats of this document will be provided upon request. Please contact Motor

ONOOORWN =~

Open the Tools menu.
Select Internet Options.
Click Content.

Under AutoComplete, click Settings.

Click on Manage Passwords.

Click on the Web Credentials Manager.

Click on the drop-down arrow by the web site you want to remove the password.

Click on Remove.

New tab
New window

New incognito window

History and recent tabs L
Downloads

Bookmarks »
Zoom - 100% + e

Print...
Find...

Help and about 4

Relaunch Chrome in Windows 8 mode

Exit

MDT ePART Helpful TIPS; PDF — Pop-up Blocker, Adobe Reader, and Add On’s
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RETRACT / EXPAND WINDOW:

ePART Application - Enterprise Level

User Dashboard

Pending Transactions

Enterprise
Account No.
IRP

IFTA

Permits

Clicking on this E will retract or expand the left side window.

By hovering over the side panel, the panel pops to the side and hides again when the
cursor is moved.

USER GUIDE- 7:

If you see a question mark “?” on the system, users can click on this and it will take the
user to the section of the user guide for the system that the user is in.

o

Alternative accessible formats of this document will be provided upon request. Please contact Motor
Carrier Services at 406-444-6130 / Montana Relay 711, to request this document in a different format.
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WRENCH - VIEW:

PENDING TRANSACTIONS

USER VIEW CUSTOMER VIEW

Daily Activity Lo

Y b ios = Customer Summary m

Trans )
Daily Inventory Usage m
and Availability IFTA Summary m
Pending Transactions m Accoun IRP Summary ﬁj
Deposit Revenue [ on | Pending Transactions
Generated g m
Transaction Statistics m Permit Summary m
The User VIEW is for Internal users. The Customer VIEW is for Internal and

External Users.

The wrench found on the right-hand side of the screen will help the user show what
transactions are done during the timeframe. Take some time to get used to what each
of these items do for you as a user.

Alternative accessible formats of this document will be provided upon request. Please contact Motor
Carrier Services at 406-444-6130 / Montana Relay 711, to request this document in a different format.
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CUSTOMER DASHBOARD:
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User searches on the account number, and then will click on the account number in the
search details section.

Note: you must have these items turned on in the wrench view to see this under your
customer dashboard.

This area will show users if they have pending transactions and allow the user to
continue from this area. Below is an example.

Pending Transactions

Resume Account No.
Service

[ prw | 34926

[ prwr | 34926

Legal Name Trans Desc
MCS TRUCKING COMPANY INC OF HELENA 344439 # GVO1 #06/2017
MCS TRUCKING COMPANY INC OF HELENA 344440 # TMO1 # 06/2017

Plate No.

MYFARMTR
4334

status Trans Date
Invoiced 06/14/2017
Invoiced 06/14/2017

The Permits Summary shown below shows the Customers Insurance, Active Vehicles,
and Active Permits. (Note, if you look at the active vehicles at the bottom of the section,
this shows that there is 5 pages of active vehicles).

Permits Summary

Account No. :
Account Status :

Insurance Carrie...
Expiration Date :

Active Vehicles

VIN
12325478441212
1234

12345

123456
123456789

Active

TEST INS
12/31/2018

Plate No.

12457
123ABC
POL123
JPG125
98745

DBA Name :
0Old Account No.: 0

Policy No.: TESTQ

Combined Liabili... $1,000,000.00

Active Permits

Unit No. Permit No. Permit Type
GV18009286 'GROSS VEHICLE WEIGHT

PERMIT
TM18021734  TERM PERMIT

First Previous 1 2 3 4 5 Next Last

Plate No.

MYDRILRIG

36/256

Issued Date

12/08/2017

01/08/2018

Effective End Date
Date

01/01/2018 01/31/2018

01/08/2018 12/31/2018

First Previous 1 Next Last

Alternative accessible formats of this document will be provided upon request. Please contact Motor
Carrier Services at 406-444-6130 / Montana Relay 711, to request this document in a different format.
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PAYMENT DETAILS:

For our External users, the system shows the following as payment types accepted.

Payment Details

[overe L pomenipe S

I | v
Credit Card
E-Check
ayment “ype |

Enterprise Escrow

For Credit Card and E-Check payments, the user needs to click on the Electronic

Payment button for entering the payment information. Do not select from payment
type drop down.

If you have Escrow on your account, you will see this at the top of your payment screen.
This is the item you would click on under the payment type section. Escrow must be the

first payment type used.

The escrow will auto populate with the payment number and the amount as shown
below when it is selected as a payment type.

Payment

Payer Account No.: Legal Name: [ MCS TRUCKING COMPANY INC OF HE DBA Name: [MCSB'S
Enterprise Escrow: | 275.00 IRP Escrow: IFTA Escrow:
mm
455994 08/16/2016 MCS TRUCKING COMPANY INC OF HELENA MT IRP;AC#:34926;FL#001;FLYR:201 7:SUPP#:002 123579

Total Amount Due 1235.79

Payment Detalls

ove—Lpamemnpe T e | paymencamom |
| [EnterpriseFscrow | O 4 [ om0

If taking an Electronic Payment type (credit card or electronic check), this will add in
another row automatically upon continuation from the Montana Interactive (MI) Page.

Once the payment has been completed, this is when the payment type is generated
from the system and populates as shown below in the payment details section. This
example shows the Enterprise Escrow and Credit Card Payments.

Alternative accessible formats of this document will be provided upon request. Please contact Motor
Carrier Services at 406-444-6130 / Montana Relay 711, to request this document in a different format.
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Payment
Payer Account No. Legal Name : [ MCS TRUCKING COMPANY INC OF HELENA MT DBA Name: [ MCS B'S
Enterprise Escrow: | 275.00 IRP Escrow IFTA Escrow
rmemen e e
455994 08/16/2016 MCS TRUCKING COMPANY INC OF HELENA MT IRP;AC#:34926;FL#:001;FLYR:2017;SUPP#:002 123579

Payment Details

e romenipe e

G| TEsTIRS 55079

| Delete | | Add | | E\e(rmthaymeml

Over Payment
Net Amount Paid

Electronic Delivery Type

Payment receipt Electronic Delivery type:[L_ |~

@ =) (=] 0

PAYMENT & CONTINUE BUTTON

When you finish paying, please select “Continue”. This will take you back to the ePart
Payment screen. Do Not hit “Reload”. You will then hit the final “Proceed” and your
payment receipt and permit will generate in a PDF.

Your payment was successfully processed.

D

Transaction Summary

Receipt Confirmation
Description Amount
MDT ePart Total Amount Paid §10.52

Note: the print button has been removed from this page.

Alternative accessible formats of this document will be provided upon request. Please contact Motor
Carrier Services at 406-444-6130 / Montana Relay 711, to request this document in a different format.
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HOW TO PRINT A PAYMENT RECEIPT:

Go to Operations / Finance / Reprint — Payment Receipt

Reprint Payment Receipt

Reprint

AccountNo.:| ] Payment Date: [ MM/DDAYYYY
Electronic Delivery Type: \D-PDF |V

o

Type in one of the fields above and proceed (For online users, this field is automatically
populated with their account number).

Reprint Payment Receipt

Reprint

Account No.: | 34926 Payment Date: || / / )]
Electronic Delivery Type: |D - PDF VvV
o

m e m sastieme e m [enseenfeeE
Type
51606

02/01/2017 34926 I\HAECLSEL:UCK\NG COMPANY INC OF INDIVIDUAL 517534 ?srgg?&;ﬁlf:gx:iziﬁ?PP#.3’\3995,FMTNBR.ST17028644;N0.0FPERM\T.1,'SINGLE
51609 02/01/2017 34926 I\HAECLSELF;UCK\NG COMPANY INC OF INDIVIDUAL 517539 :E:;;?FNCSJ;J:I;:;;QZG;APP# 314001;PMTNBR:TM17013291;NO.QOFPERMIT:1;TERM
51610 02/01/2017 34926 AHAéEELRAUCK\NG COMPANY INC OF INDIVIDUAL 517540 ?:rgg?&&ﬁu:gxitiﬁﬁpp# 314002;PMTNBR:ST17028646;NO.OFPERMIT:1;SINGLE
51501 01/30/2017 34926 mECEELF:\UCK\NG COMPANY INC OF INDIVIDUAL 517516 \Ijl:mz,f;sf;:gﬂ[#p?g;ﬁAﬁgx i‘\E?';i;iéFMTNBR GV17003930;NO.OFPERMIT:1,GROSS
51593 01/30/2017 24926 :{AECEELE\UCK\NG COMPANY INC OF INDIVIDUAL 517517 ?srg'&é&;ﬁu:gxitiﬁ#PP# 313985,PMTNBR:5T17028642;NO.OFPERMIT:1;SINGLE
51504 01/30/2017 34926 :‘AECEELF:UCK\NG COMPANY INC OF INDIVIDUAL 517518 z?r;;?FNCSIbJ:g:GGQZG;APP# 313986,PMTNBR:TM17013287;NO.OFPERMIT:1;TERM
Showing 1 to 6 of 6 entries First Previous 1 Next Last

Select the Cart ID that you are looking for. The Payment Receipt will populate to your
screen.

Alternative accessible formats of this document will be provided upon request. Please contact Motor
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HOW TO SEARCH FOR AN EXISTING PERMIT:

On the Services / Permits Screen go to the Inquiry section.

Click on the Permit/VWA link.

Inquiry

Account
Application

Permit/ViWA

With the account number entered, the user can query on permits issued from one date
to another. (see Screen below)

The list of permits will be displayed with the most current defaulting to the top of the list.

Inquiry Permit/VWA Inquiry
Search By
From permit TravelDate To Permit Travel Date
Issued From Date: | 09/01/2016 i3] Issued To Date: |09/21/2016

Refinements ©

°

TRU(KWG SINGLE TRIP
Tree 34926 COMPANY 002079 [ ooy 278234 APPROVED ST16010701 ISSUED 2016 09/142016  09/16/2016  09/1472016 ~ 61-LPB NEW PERMIT Permit  View
INCOF

HELENA
MCs
TRUCKING

ce 34926 COMPANY 992979 [ ] ;‘ENRGML;W‘P 278232 APPROVED ST16010699 ISSUED 2016 09/142016  09/21/2016  09/14/2016  61-LPB NEW PERMIT Permit Viey
INCOF

=

HELENA
mes
TRucKiNG SINGLETRIP
Tree 34926 COMPANY 992979 [ ] R 278231 APPROVED ST16010698 ISSUED 2016 09/14/2016  09/22/2016  09/14/2016  61-LPB NEW PERMIT Permit ~ View
INCOF
HELENA
MCs
TRUCKING

Tree 34926 COMPANY 992979 Ry eeRMIT 278227 APPROVED TM16002145 ISSUED 2016 10012016 03312017 09122016 OZ NEW PERMIT Permit View
INCOF MCS_HEADQUARTERS

HELENA

=

Showing 1 to 4 of 4 entries First Previous 1 Next Last

The user can click on Permit to see the view of the Printed Permit; or View, to see the
screens of the permit.

Alternative accessible formats of this document will be provided upon request. Please contact Motor
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Inquiry Permit/VWA Inquiry

o —
o

Legal woor | o Asplication | Applcation isued | tsued ‘Transaction
Name No. o No. status pate Location | Type
T
mee a6 b 763 osnazme  osnens ow s1sm permn | view
N

soLe TP .
gggggg [ S smmoves s ssueD 2016 1o

If looking for a permit by a Plate Number, the user can enter this information as well as
the issued from and to dates.

This method of query will also populate the Tree on the left-hand side of the screen.

The fields that users can query on are VIN (the full VIN is needed), Unit No., Plate
Number, Application No or the Permit / VWA no.

The Refinements button has also been clicked so further review of a permit can be
done.

If you believe that you have an outstanding permit, see the Customer Dashboard.

HOW TO ADD A VEHICLE IN PERMITS:

Permit Vehicles

Add Vehicle
Update Vehicle

Vehicle Inquiry

While in permitting on your account, click on the Add Vehicle link

Alternative accessible formats of this document will be provided upon request. Please contact Motor
Carrier Services at 406-444-6130 / Montana Relay 711, to request this document in a different format.
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VIN: FOUND IN CVIEW

Vehicle Details Add Vehicle

Permits Account Details

Vehicle Search

VIN: | TXPFD60X83D588210

Vehicle Details

VIN: [ 1XPFD60X83D588210
*Year: | 2003

*Vehicle Type: [TT - TRUCK TRACTOR v

On the Vehicle Details screen, you will type in the VI
button.

If the VIN is found in CVIEW it will pull all the data forward that it has found.

late No.: [ TESTALT Unit No.:

V] #Jur: [MT - MONTANA M|

| Update An Existing Vehicle |

Number and click on the search

VIN: NOT FOUND IN CVIEW, BUT DECODED SUCCESSFULLY

© Vin Decoder Service: VINDO1: [1] VIN [1C916T39750112662] decoded successfully.

© PERMITVEH179 : [E] Plate No. and Jurisdiction for VIN [1C916T39750112662] not returned from CVIEW.

Vehicle Details Add Vehicle

If the VIN is not found in CVIEW, you will get the message above. The key here is that
the VIN was decoded successfully.

Vehicle Search

VIN: | 1C916T39750112662

Vehicle Details

“Make:| | or | vl
*Vehicle Type: ‘ ﬂ‘

o Update An Existing Vehicle

The above data is filled in. You will be able to enter the Plate number, Unit No. if
wanted, Jurisdiction and Vehicle type.

Alternative accessible formats of this document will be provided upon request. Please contact Motor
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VIN: NOT FOUND IN CVIEW, AND NOT DECODED SUCCESSFULLY

When the VIN cannot be found and is not decoded, the message below is received.
You will not be able to override this. You must call in for assistance to have your
vehicle added to your account.

© Vin Decoder Service: VINDO3: [E] VIN [1XGFD60X83D588210] not decoded.
© IRPVEH426: [E] Please verify entered VIN for search. Vehicle is not identified correctly. If entered VIN is correct, please contact MDT for assistance.

HOW TO CHANGE THE STATUS ON A VEHICLE IN PERMITS:

If the VIN is incorrect on a vehicle, the vehicle status must be changed from Active to
End Date Vehicle.

The vehicle information should be re-input with the corrected VIN.

If any data changes on a vehicle besides the VIN, the information can be updated. The
VIN is the only field that is not updatable.

Note: Once the vehicle has the status change to End Date Vehicle, the vehicle will drop
from the list of vehicles for the account.

Vehicle Details

*Year:| 1993 *Make: [PETERBILT - PTRB vl #Jur: [MT - MONTANA v
#Vehicle Type : [TT- TRUCK-TRACTOR ™ VLTS B END DATE VEHICLE V|
o Update Another Vehicle

UPDATING INSURANCE ON A PERMIT ACCOUNT BY THE COMPANY:

Go into Services / Permits
Go to the Account Section / Update Account
Make sure that the account number is entered on the screen and proceed.

Scroll down to the bottom of the page under Insurance Details and update the insurance
information and proceed through the changes.

Currently the Combined Liability must be 1000000.00

Alternative accessible formats of this document will be provided upon request. Please contact Motor
Carrier Services at 406-444-6130 / Montana Relay 711, to request this document in a different format.
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MENU FINDER:

At the top of the screen is the Menu Finder (more detail below)

The shopping cart. This will display a number(s) for how many items the user has put
into the shopping cart. The benefit of paying by shopping cart, only one payment would
be made for the transactions done at that time.

Logout — to logout of the ePART Application.

MENU FINDER — SEARCH RESULT:

Search Result

Change Permit Issue Location
Operations / User Management / Location / Change Permit Issue Location

CUSTOM COMBINE PERMIT
SERVICES / PERMITS / APPLY FOR A PERMIT / CUSTOM COMBINE PERMIT

Daily Permit Production And Revenue
Services / Permits / Reports / Daily Permit Production And Revenue

GROSS VEHICLE WEIGHT PERMIT
SERVICES / PERMITS / APPLY FOR A PERMIT / GROSS VEHICLE WEIGHT PERMIT

The Menu finder is where a user can query for a specific item. Above, “permit” has
been queried upon. Above is a sampling of what was returned.

Alternative accessible formats of this document will be provided upon request. Please contact Motor
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TIPS IN PERMITTING:

CONTACTS TAB:
When applying for a permit, in the Permits Account Details, please select “OTHER” in
the Contacts tab. Please enter the contact name, phone number and an email address.

General Details Single Trip Permit

Permits Account Details

Account No.: [3285 USDOT No.: 000030111
Legal Name: | H-BALL TRUCKING INC DBA Name: | HI BALL TRUCKING INC ApplicationNo. [ |

Physical Address  Mailing Address -

*Contact Name - |OTHER|V

Email: | Enter Email Address| Alternate Phone No. |:| Fax No.: |:|

ROUTING DETAILS:

In Routing Details, please select the orange “Pre-Defined Route”, and select your route.
If you don'’t find the correct route, you may manually enter the route into the Routing
Details fields. If you enter the route manually, the application will come into the permit
queue for a Motor Carrier Services Technician to verify\approve. Once we approve the
application, you will receive an email and will need to proceed to Resume Application to
pay and print the permit.

Routing Details

Itis important tor it is your resg ibility to check construction reports and load-speed restrictions to verify that the route you plan to take does not have unanticipated restrictions. See
http://www.mdt.mt.gov/travinfo/construction.shtmi for further details.

Route 1 [P

,,,,,,,,,,

*Origination ‘ |

*Destination ‘ |

*Via Route:

Via Points

Overweight: Red Route: [} Round Trip: []

Alternative accessible formats of this document will be provided upon request. Please contact Motor
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