
South Carolina Department of Transportation 
EPPS New Application Form 

For Low Volume Users 
 

This document will guide you through the process of completing the Encroachment Permit Application 
Form for our low-volume, one-time only customers that do not have an account (a username and 
password to login) through the Encroachment Permit Processing System (EPPS). 
 
Part I – Contact Information 
The Contact Information section (Figure 1) includes the name, address, phone, fax (if available), e-mail 
address, and a contact person for the permit applicant. This information is important because it will be 
used by SCDOT to notify the applicant of the permit application progress (via e-mail) and to contact the 
applicant if additional information is required. For example, once an application has been submitted to 
SCDOT an application number will be assigned and a confirmation email will be sent to the email 
address entered in the section below. 
 

 
Figure 1 
 
If you do not enter the required fields in the Contact Information and click the “Print this form for 
signature and upload” (shown near bottom of form), you will get the message “Please check if all the 
required field validations are met.” You must click the OK button and enter all the required fields. 
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Part II – Project Location 
 
The Project Location section collects information about the work location, or locations, you are 
requesting an encroachment permit. One or more separate locations can be entered. The “Primary 
County:” field is the county where the majority (or all) of the work will be done. Select a county from the 
“Primary County:” field drop-down list. Click the “Select Road” button (Figure 2). 
 

 
Figure 2 
 
The street finder dialog box will open (Figure 3).  Select a “County” from the drop-down list, and enter a 
Street Name, and press the Enter key (or click “Search” button) to display all the road names. SCDOT 
Street Finder does not filter out state and county roads in your search result. Therefore, roads not 
maintained by SCDOT are displayed in the list as “(Local)” (Figure 4). 
 

 
Figure 3 
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Part II – Project Location (continued) 
 
For example, if you enter a road name called “Phllips st” in Richland County, your search results will 
display something similar to (Figure 4). Be sure to select the road that does not have (Local) listed 
because that is not a road maintained by SCDOT. 

 
Figure 4 
 

 
If you do select a road that has (Local) listed, you will get the message (Figure 5): 

“Found local road (Phillips St). Our records indicate the road you have 
selected is not maintained by SCDOT…” (Figure 5) 
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Part II – Project Location (continued) 
 

 
Figure 5 
 
If you select a road that is maintained by SCDOT, then the message will display as (Figure 6): 

 
“Phillips St (S-323). Our records indicate the road you have selected is maintained by SCDOT….” 
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Part II – Project Location 
 

 
Figure 6 
 
 

 
If you enter a street name that is not in our database, you will get the message: 

  
 

 
Once you choose a state-maintained street name from your search results and click the “Add Selected 
Road” button (Figure 6), it displays in the application form (Figure 7). 
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Figure 7 

 
You can click the “Add Location” button to add additional row(s) to the “Project Location” area or click 
“Delete” to remove a road from the list. 
 

Part II – Project Location (cont’d) 
 
In the “Type of Encroachment” field, select the “Encroachment Type” from the drop-down list and 
enter additional information in the box below. In the “Description of Location” field, you may enter 
additional information. (Figure 8) When printed, some information may print on an addendum page(s) if 
it does not fit in these fields. 
 

 
Figure 8 
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Part II – Project Location (cont’d) 

Three areas of the form have special logic to limit the number of lines displayed so that the print 
function provides a consistent result.  Addendum page(s) are used to display any overflow from these 
areas: 

• Project Locations 
• Description of Encroachment 
• Description of Location 
 

Please note that this does not apply to the application file that is generated for the initial upload 
(no signatures). 
 

After reading the Customer Agreement you must enter the Applicant’s Name of the person who will sign 
the application, Date, and Title. After the form is printed, applicant signs the form in the Applicant’s Sig: 
field. Then, you will click the “Print this form for signature and upload” button (Figure 8). If required 
fields are not entered, you will get a message “Please check if all the required field validations are met.”   

 
 

Part III – Printing Application 
 
To print the application, click the “Print this form for signature and upload” button (Figure 9) and you 
will see another dialog box with printing requirements displayed in the left column (Figure 10). 

 

 
Figure 9 
 

Note: Once you click this button, you will not be able to make any changes to the form.  
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Part III – Printing Application (continued) 
 
Click the “Print” button (Figure 10) and you should get the Printer dialog box. Click the “Print” button 
again to print the application. 
 
 

 
Figure 10 
Note: Figure 10 applies to Internet Explorer users only. The values shown for Page Setup may 
need to be adjusted based on your printer and to get the application to print correctly. 

 
Once you get to this screen (Figure 10), you will not be able to make any changes to the form. You 

can click the Refresh button (or press F5); however, you will get a blank form and must re-enter 
your information. 
 

Part IV – Uploading Documents 
 

Once you click the “Print” buttons, you will sign the form, scan it, and upload the signed application 
into the Upload Documents” dialog box (Figure 11). This is the screen where you may also upload up 
to 5 additional documents. 
 
To upload the signed encroachment form, you will click the first “Browse” button and locate the file 
from your computer and click OK. Repeat these steps until all documents have been uploaded. You 
must enter the characters correctly (ie capital letters etc) in the ReCAPTCHA box before clicking the 
“Submit Encroachment Permit Application” button (Figure 11). If you are unable to see the 
characters clearly, click the “Get a new Challenge” button until you get characters you are able to 
see (Figure 11).  
 

 

 

Part IV – Uploading Documents (continued) 
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Once you upload all the documents and enter the reCAPTCHA characters in the text box, then you 
click the “Submit Encroachment Permit Application” button (Figure 11). 

 

Figure 11 

If you entered, printed, and submitted the form correctly, a message box will appear that says “Your 
Encroachment Application has been submitted successfully.” You must click OK or the X button. 

 

 
 
Congratulations!! 

 
 

Thank you for using the new form in EPPS. 
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