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1 User Guide 

1.1 Registering and Logging in 
In order to submit ROW permit application, you will need to become a registered user of 
FastTrack Member Services www.ocfl.net/FastTrack  Any licensed Contractor or unlicensed 
Non-Contractor can now apply for a FastTrack Account. Detailed instructions for user 
registration are located under Contractor Services (My Services/Log In) section of the 
FastTrack Home Page. (Figure 1, below) 

1.1.1 Registration 

1.1.1.1 Account types 

• Non-License Holders (non- Orange County registered building contractor) 
This type of account does not have access to begin permit applications but does have 
the ability to upload Electronic Plans for existing permit applications, pay fees for 
existing permit applications and has access to the entire suite of search and research 
tools. To get started with registering a non-license holder account, you may register 
electronically, using the online form.  
 

 
Figure 1 – The Login page displays links to register both account types. 

 

www.ocfl.net/FastTrack
https://fasttrack.ocfl.net/OnlineServices/newRegistration.aspx
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1.1.2 Logging in 
Once you receive your Login information for Fast Track Member Services, you will access the 
My Services/Log In link under Contractor Services in the sidebar, or the orange Login button 
on the homepage. Once you are on the Fast Track Member Services - Login page, you will 
enter your Username and Password information to login. 
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Figure 2 - My Services / Log In link shown in sidebar 

1.1.3 My Services Home Page 
Once logged into the system, your My Services home page will display a list of permit 
applications attached to your account. It displays the Permit #, Application Date, Permit Type, 
Address, Status & Fees Due (if applicable). This list includes permits in every stage, from 
recently started applications to permits that have been issued and/or completed.  The status 
column will show the current status.  There is an option to change your view from “Last 6 
months - All Permits” to “Last 6 Months - Active Permits”. In this view, the system will only 
display the permits that are in any status except Complete. 

 

Figure 3 - My Services home page shown with list of permit applications attached your account 
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1.2 Electronic ROW Permit Application 
The process begins when you select the Menu dropdown and click Apply for a Permit. 

 

Figure 4 - To begin a permit application, select "Apply for a Permit" from the ‘Menu’ dropdown 

The “Apply for a Permit (Choose Type)” page will load. You will now pick Right of 
Way/Underground Utility (ROW) from the list.   

 

 
Figure 5 – Apply for a Permit (Choose Type) page 
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1.2.1 ROW Application 
You have now reached the beginning of the permit application. This portion is specific to the 
Right of Way/Underground Utility Permit application.  

The pages within Fast Track Member Services are numbered with Steps from this point on. 

1. Step 1 of the Right of Way/Underground Utility Permit process, you will choose 
whether the address exists, a description of the address location or an address is 
requested from zoning for an assessor’s parcel number (known as an APN).
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2. In Step 2 you will select your type of permit from the “Type” dropdown menu and 
select your work type from the “Work Type” dropdown menu. When done click 
“Continue” 
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3. In Step 3 you will have to fill out all the permit information. Please note that all the 
fields with the red asterisk are mandatory and need to be filled out in order to move 
forward. We have placed numbers next to them on the diagram below to draw your 
attention to the fields.  When done click “Continue” 

 
 
 
 
 
 

  



User Guide | ROW Online Permitting  
 

10 
 

4. In Step 4 you will need to upload your site plan and any other documents depending 
on your permit type (see note 4a for files larger than 18MB). Please pay special 
attention to the yellow box below for the naming convention. If your documents are 
not named properly you will not get the “Continue” button in order to move 
forward 
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4a. Note: the maximum file size accepted is 18 MB. If your file is larger than 18MB, you 
will need to divide the plans into various files each properly named for example: 

PD00l-SitePlan-1.pdf 

PD00l-SitePlan-2.pdf 

PD00l-MOTPermit-1.pdf 

PD00l-MOTPermit-2.pdf 

PD00l-CostBreakdown-1.pdf 

PD00l-SJRWM-1.pdf 
 
PD00l-SJRWM-2.pdf 

If your documents are not named properly you will not get the “Continue” button 
in order to move forward 

 

 

 

5. In Step 5 you will either pay any zoning fees if you requested a new address in step 
1 before you submit/finalize your ROW application or select “Submit Application” 

Upl o,ad Plan s - Intern et Explo rer 

- File Sirze: M!B_f"'um of 1 S MB per file . 

- File format: Only .pdf files ere permitted. 

• 
Please read 

X 

- Number of Files: MaJ<imum of 100 lies can be uploaded el one lime.[To add more 
d ick the 'Ui!Jlbsd Plan t=:iles' link lo la..-,ch 11:re 1.1plosd screen.) 

1 . Select the file 
(s) to uplo ad 

UPLOAD FILES 

[ Remove Files ] [ Upload Files ] 4 2. Click to uplo ad 

,--------------------------------------------------------~ 
I It- I, , - Click here to choose files from your PC 
I I 
I I 
I OR I 
I I 
I I 

: drag .and drop, your files here. : 
I I 
• ' 
A 1 Oll·SJ:eP l"'1.pdl 11.2 MB 
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and click the “Finish” button to submit your application. This now completes your 
application for the ROW permit. 

 
OR  
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Once you have submitted your application you can go back to the “MY Permits” and your 
new permit will appear with a status of “Internet Pending”. This status will change 
when the Public Works Development Engineering staff conduct their intake process 
to verify everything submitted online is correct. 
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