
CITY OF HILLSBORO
ProjectDox – OAS (Online Application System)
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Permit Types

• General Right-of-Way (ROW) Permit

• Franchise Utility Permit (FUP)
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Log into OAS System

• Link to ProjectDox – OAS is 
• Eplans.Hillsboro-Oregon.gov/projectdox

• E-mail Address
• This is the email that will be associated with all your projects.

• Password
• The password must be a minimum of 8 characters and contain:

• 1 Capital Letter
• 1 Small Letter
• 1 Number Character
• 1 Special Character (!, @, #, $, %, etc)

• Forgot Password
• Follow the directions that are given after you click on “Forgot Password.”
• You will need access to your email because the system will send you a temporary password and link.
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Screen Layout Once Signed-In
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Start New Application Request

Building Department
• Application Amendment
• Building Department 

Existing Permit Deferred 
Submittal

• Building Department Large 
Project

• Building Department 
Revision

• Fire Alarm-Suppression
Public Works
• Right-of-Way or Franchise 

Utility Permit
• Small Cell
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Right-of-Way or Franchise Utility Permit

• If you are doing any 
work within the public 
right-of-way or franchise 
utility work, please 
select the permit “Type” 
as “Right-of-Way or 
Franchise Utility Permit.”

• Name: This is the Project 
Name that will be 
associated with the 
permit. 

• Click on “Start 
Application Process.”
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Terms and Conditions

• The general Terms and 
Conditions are the same for any 
permit type that you choose.

• Please review carefully.

• Once you have read the 
conditions, please check the box 
at the bottom and click on 
“Accept & Start New 
Application.”

• Note: back to My Home Page will 
take you back to screen layouts 
as shown in Slide 4
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General Right-of-Way (RoW) and 
Franchise Utility Permit (FUP) Application
• Step 1 – 4 are standard 

information that is to be 
provided by the applicant.  This 
information is for both RoW and 
FUP.

• We will now go through the first 
four steps.
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Step 1 – Applicant/Project Contact 
Information
• Applicant is current user checkbox

• You can use this if you are going to be 
the PDox manager (uploading 
documents).  By checking this box, all 
information will be populated based 
on your Profile.  If your Profile is 
incomplete, you may want to go back 
in and populate all the information, 
so it will show up on here when you 
check the box.

• All information is required ( * )
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Step 2 – Contractor (optional)

• You must select one of the following.  
Based on your selection, sub-forms 
will appear for you to complete.

• Licensed Contractor is someone you 
are hiring to do your work for you.

• Contractor to be Determined –
please contact the City as soon as 
you determine a contractor so we 
can update your records.

• Owner Performing Work - property 
owner will be performing their own 
work.
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Step 2a – Licensed Contractor

• Type in the contractor CCB # and click 
“Lookup.”
• This will auto populate all information 

from the State CCB website.
• You can change information if the 

person’s contact information for the 
contractor is different than the website.
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Step 3 – Job Site Information and 
Location
• Populate this field with the address 

you will be working on or by.  

• Please format the address as shown 
in the example.

• If you do not know an address, you 
can click on “Hillsboro Maps” and 
do a search in that system.  Once 
you find it, come back and populate 
the information.
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Step 4 – Description of Work

• Construction start and end date are both 
date fields.  You can select a date by 
clicking in the box and selecting from a 
calendar.

• Estimated Number of Days for 
Construction is the actual days you plan on 
doing the work.

• A full street closure will require additional 
review by the Transportation Review 
group.

• Description of Work – provide a detailed 
description of what type of work you will 
be performing.
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Step 5 – Permit Type

• All previous information can be used 
for either permit type.  By selecting a 
permit type, the system will display 
additional fields to populate.

• If you select Right-of-Way Permit, 
continue to Step 5A.

• If you select Franchise Utility Permit, 
continue to Step 5B, Page 18
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Step 5A – General Right-of-Way Permit

• If you select “Street Tree Installation or Removal,” additional fields will populate 
at the bottom.  Skip to step 6a on next page for Street Tree Installation and 
Removal example.
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Step 5A.1 – Street Tree Removal

• By selecting Removal – three extra 
fields will appear.

• Input the total number of total 
trees you will be removing under 
this permit.

• Specify the type of trees that are 
being removed.  If unknown, 
please provide a description or 
type “unknown.”

• Specify the reason for the removal 
(ex: broken sidewalk, tree is dead, 
etc.)
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Step 5A.2 – Street Tree Installation

• Specify the number of trees 
you are planting and the type.

• There are also hyperlinks to see 
our approved list of street 
trees.  

• Each street tree must have a 
root barrier.  The hyperlink will 
provide you the detail on how 
to install the tree properly.

• Note – you must have an 
inspection prior to burying the 
tree and root barrier.
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Step 5B – Franchise Utility Permit

• When you select Franchise 
Utility Permit, a new field 
appears called Franchise 
Company.  Please specify 
the company this franchise 
utility work is being 
conducted for.
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Acknowledgement

• Please read and check all boxes in this area.  All boxes must be checked in order to 
submit your application.
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Signature and Fees
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Saved Applications

• If you saved an application, you can find it by clicking on “home” and looking 
towards bottom of screen.

• 3 Action icons to right are:
• Edit – you can make changes to your 

application prior to submitting
• Copy – you can clone your application if 

you are submitting more than one form
• Delete – remove application before 

submittal
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Current Projects

• This shows all your 
current projects that 
you have access to.  

• If you are not 
submitting a new 
application, you would 
go to this area and click 
“View All Projects.”
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Complete vs Incomplete information

• Incomplete form – next to each 
step on the right is notification 
if the step is complete or 
incomplete.  The permit will not 
process if any of the required 
field are missing information.

• If you have any incomplete 
steps, click on the step and go 
back and populate the 
information.
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