
Greenwood Village ROW Permit User’s Guide

Begin your permit by logging in at this link:

This page will appear.

1. Enter username

2. Enter password
3. Click Login

If you forget your username or

password click the “Forgot Password?”

link and follow the prompts to recover

your password.  It may take a few

moments to receive your recovery

email.



Once logged in you will be directed to the home screen.  A summary of the contents of this

page is shown below.   

Submitted tab showing a

map and list of all

applications in process,

active and closed permits.

Contractor license

tab (not used for

ROW permitting)

Click here to begin

a new application

Notifications

button (typically

unused)

Account button.  

Use this button

and drop-down to

log out.

List of permits in

progress

Search button to filter active

submissions by permit type, status

location or work description

Toggle map on and

o

Map of permit locations

Incomplete tab showing

the list of all permit

applications in

progress.  If at any point

you close your

application you may

continue it by clicking

this tab.



After clicking the new application button from the home screen, follow the following steps

to apply for a permit.

2. Click on the permit type

you wish to apply for from

the list.   

1. Click ROW Permits

3. A description activities allowed under the selected permit type

will be displayed.  Carefully read the description to ensure that the

permit type selected applies to the work being done.  Submitting

an incorrect permit type will result in the permit being withdrawn

and a refund of the application fee will not be granted.  Click

“Close” on the permit type description



4. Click “Begin Application” button

which is now available.

If at any point you need to pause the

application process you can close

your browser.  To finish your

application, log in to the permit portal

and click the incomplete tab.   

Select the “Choose Action” dropdown

menu and click continue application

to finish your application or delete

application to cancel the application.



5. Provide a brief description of the

project scope.

6. Begin typing project address and the webpage

will suggest potential addresses.  Select the

matching address from the list.  

7. Click “Next"  

Note:  Clicking “Clear” will

clear the data from all  

fields.  Clicking “Cancel”

will cancel the application

and you will lose all

previously entered data



8. Provide the contact information

for the individual filling out the

application.  IMPORTANT: do not

change the “Roles” Field

9. IMPORTANT: The name field

should contain the individual’s

name followed by a comma and

the individual’s company.  For

example: Tim Smith, ABC

Construction

10. Fill in the address of the

individual.  

11. Fill in the Company Name,

Work Phone Number and E-

mail address of the individual.  

These fields must be filled in

before being allowed to

advance further

12. Repeat steps 8-11 for the

Permittee.  This is a named

representative of the entity

installing the facility or the

homeowner.

13. Repeat steps 8-11 for the

Foreman.  This is the on-site

contact during the project.  The

phone number provided should

be a 24-hr emergency contact

phone number.

14. Near the bottom of the page, additional subcontractors may be added but are not

required.  The “Role” field may be changed on these fields, but not left blank. Repeat steps

8-10 to fill in the information for the subcontractors.  If no other subcontractors are

needed, all fields except the “Role” field may be left blank.

15.  Click “Next”

Note: Clicking “Previous” will allow you to go back

and amend completed sections



16. The “Permittee Reference

Number” field is optional and

may include the contractor’s

job number

17. Select the utility being

worked on.  If it is not for a

utility select other and fill in a

short description below

18. Check whether this is emergency work.  Emergency work

is defined as a situation where there is potential loss of life

or property, crews will be mobilized immediately and will

remain until the situation is resolved.  Typical examples

include water main breaks or power outages.  Emergency

work may proceed immediately but the City should be

notified promptly at 303-708-6100 and a permit shall be filed

within 24 hrs.

19. Identify the length of any utility or curb and gutter

installation or square feet of paving/flatwork.  Reminder:

if the length of utility installation within and parallel to

the right of way exceeds 500’, a Major Phase 1/Major

Phase 2 permit is required.   

20. Identify the cost of the restoration

(i.e. backfill, paving, concrete,

landscaping).  The bond amount shall

match this amount or $5,000, whichever

is less.  The City reserves the right to

reject this estimate and require an

appropriate bond amount based on the

of scope of work.

21. Identify the number of working days

to complete the project, including

restoration, or a minimum of 15 days.  

This will be used, along with the start

date to establish the permit expiration

date.  All restoration must be complete

within 10 days of the installation of the

facility in the Right of Way

22. Identify the

start date.



23. Fill in the bond number and amount.  For permittees that have

multiple projects in the City, the same bond may be used for

multiple permits but the total value of the bond must be greater

than the total value of all restoration on open permits.

24. Click “Next”

This section shows any

deposits you have paid for the

permits but is typically unused.  

This section shows current fees

due.  During the application

phase the only fee due is the

$50 non-refundable application

fee.  

You may filter the columns

visible in the deposit

summary using this button

You may search the fees

and change the columns

visible using these buttons.

25. Click the “Accept the Payment Terms

and Conditions” link to review the terms

and conditions.  Once you have reviewed

these, check the radial button to accept

them.

26. Click “Pay Now.”  



27. This notice will appear.  

Click “Accept” and you will

be directed to an external

vendor to pay the fees.  

Your application will not be

reviewed until the fees are

paid.

28. Fill out the applicable

credit card data and click

“Pay”.  Your application has

been submitted.  You will

receive an e-mail with a link

to allow you to continue

your application.



`

29. Note the permit

number assigned to your

application in this email.  

From within the email.  

31. Review the terms and

conditions on the right,

enter your email address

and password and click

“Login.”  

30. Click the “Start Task”

link.  



32. If this is your first time

logging in, verify your first

and last names and email

address in the appropriate

field.  

33. Add your phone

number to the appropriate  

field  

34. Check the radial button

and enter you company

address as appropriate.

35. Enter your company

password and click save.  

36. A list of your projects is presented.  It shows the

permit number, the description and location you

entered in the application, the status of the permit and

a list of tasks.  Click open on the appropriate you wish

to complete.



37. You will be redirected to

the “Upload and Submit”

page.  A summary of the

permit information will be

displayed at the top of the

page.

38. A list of required documents for each

permit type are listed.  “Y” means

required.  “N” means not required.

“OPT” means they may be required.  At

this stage do not submit documents

listed as OPT.  If required, you will be

notified during the review process.  A

description of the documents is

provided below

39. Click “Upload Documents”



Plan Set: A detailed plan, over an aerial, showing the proposed run line of a utility and area 

of surface disturbance.  It shall contain dimensions to the nearest adjacent parallel

utilities, dimensions to right-of-way lines, and dimensions to edge of roadway.  Utility

locations and patch locations shall follow the details in the Greenwood Village Public

Infrastructure Design and Construction Standards.  For Major Phase 1 and Major Phase 2

plan sets, pothole locations and a plan and profile shall be provided.  Drawing scale shall

not exceed 1”=50’.

MHT: A Method for Handling Tra�ic, or tra�ic control plan, shall be submitted.  It shall at a

minimum show the lane configuration of the road way, all driveways in and around the work

zone, adjacent cul-de-sacs, roadway design speed, taper lengths drawn to scale, advanced

warning sign spacing and locations, a summary of device quantities, detour routes,

location of work within the street, and sidewalk detours.

Security:  For permittees operating under a license agreement (Xcel Energy or Comcast) or

Letters of Responsibility (i.e. many special districts, Denver Water) a letter acknowledging

the applicant will be working under the permittee’s surety will be su icient.  For other

permittees a bond, on the Greenwood Village template provided on the Greenwood Village

Right of Way webpage, matching the value of the cost of restoration or $5000, whichever is

greater, shall be submitted.

Special District Letter: This is a letter that is required when working in or around a median

or other property operated by a special district.  If required, a form letter and contact

information for the applicable special district personnel will be provided during the review

process.



40. Click “Browse for Files”, navigate to the location

of the file required to be uploaded and click “Open”

or simply drag the files from your file explorer and

drop them below the blue line.  IMPORTANT: Only

PDF files are supported at this time.  Files will appear

in color coded text as described at the bottom of the

screen.  Clicking the red “X” next to the file name will

41. Clicking the red “X” next to the file name will

remove the file from the upload list.   

42. Click “Start Upload”

43. A list of expandable folders appears on the

upload screen.  Clicking the trash can and red “x”

icon next to the file name will delete the file from the

submittal  



44. Confirm all required

items have been uploaded

and check the check box.  

45. Click the Submit button.  You will receive an email

listing the files uploaded. You have entered the

Acceptance Review Phase.  The City will review the

submittal to ensure all required items are included

and notify you of any necessary items within 5 days,

though usually much sooner.  You will be notified via

email when your acceptance review has begun.    

46. If, at any time, you need to pause

your application, you may click “Save

for Later” and close your browser.  The

application may be resumed  by

following steps 29-36.

46.  If additional information is required after the City has completed the

acceptance review, you will receive an email notifying you additional

information is required.  Click the “Start Task” link within this email to view

the comments and upload additional information.  You will be redirected

to the login screen.  Enter your email address and password and click

“Login” as previously seen in step 31.  You will be redirected to the

ProjectDox home screen.



47.  Click the “Row Permit Review

Corrections” link next to the appropriate

permit number and you will be directed to

the plan review workflow.

48.  Click the “Review

Comments” button and the

comment summary will pop up

49.  There are four types of

comments.  Please see below for a

summary of each type.  Click in the

yellow box beside each comment to

add a response.  Then click close

window at the top right corner.



Comment Types:

Unresolved – This comment requires action from the applicant and must be responded to

prior to being allowed to resubmit to the City

Resolved – This is a comment that has been previously addressed in a satisfactory manner

and requires no further response.

Question – This is an item that requires clarification and may a ect the way the City

comments in subsequent rounds.  This comment must be responded to prior to being

allowed to resubmit to the  City.

Info Only – This is information the City wishes the applicant to know but does not a�ect

their submittal.  Examples may include other permits working in the area that must be

coordinated with, adjacent Capital Projects and their timing, and moratorium streets,

among others.

50. You will return to the plan review

workflow.  Click the “New Files” Tab in

the second section of the workflow.

51. You may add new items or revised

documents following steps 39-41 outlined

in the initial submittal.  IMPORTANT:  

Revised documents must be named

EXACTLY the same as the original

documents to allow the system to track

and version comments properly.



52. Confirm that you have responded to the review

comments and uploaded any required files by clicking the

check boxes

53.  Click Submit to resubmit to the City or save for later to save your

responses and continue later.  After each review, you will receive an email

from the City notifying you your review is complete.  Steps 46-53 can be

followed for each resubmittal throughout the review process.  Once all items

are resolved you will receive an email notification that your application is

moving through the process.  Once all technical comments are  

54.  Once your application has met all the technical requirements, you will

receive an email to pay your estimated fees.  Click the link in the email to be

redirected to the permitting portal login screen.  Follow steps 1-3 to log in.



Check Case Status:  Redirects to the case page.  You can review project contacts, fees,

notes, etc. from this page.

Schedule Inspections: This is not used on ROW permits.  To schedule inspections please

contact your inspector at the number on the permit.

Pay Fees:  Link for paying initial inspection fees, fines, or additional inspection fees.

Printable Documentation:  This will bring up a copy of your permit.

Create New Case From Current:  Will duplicate all information for this permit and create a 

new permit application.  This is not typically used.

Link Case:  Used for tying this permit to another related permit.  For example linking a Major

Phase 1 to its Major Phase 2.

55. Locate the applicable permit in the permit list and click the “Choose

Action” drop down menu.  This menu has several options discussed in detail

below. Select Pay fees from the drop down menu.  Follow Steps 25-28 to pay

the initial inspection fees.  The City will verify that all outstanding fees have

been paid and email you a copy of your permit.  You will receive a separate

email with a link to your stamped approved plans




