Lane Closure Application User Guide — Construction Agencies

The new lane closure system is browser-based, and all requests, approvals, and correspondence will be
conducted through the application. Natifications will be emails with the option of mobile push natifications
when the mobile app is released in late 2021.

Registering an organization and account

All users submitting a lane closure request must have an account with the City of Winnipeg’s lane closure
system. Each user must be aligned with a registered organization on the application. If your organization
is already registered, contact your organization’s lane closure administrator. Otherwise, you must register
an organization prior to registering as a user. Watch the video tutorial register your organization.

1. Go to http://laneclosures.winnipeg.ca/login.

2. Click Register under the username and password fields.

3. If you do not have an access code, click “Register New Organization”. You can email
pwdlaneclosures@winnipeg.ca to ask if your organization has an access code. Skip to the
section below “Registering using access codes”.
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4. Fill out the required information. If you are a resident without a business, we encourage you to
use your address as your business name.

5. You will receive an email from the City confirming the organization request and email address.
Click the link in the email to confirm.

6. The City of Winnipeg will send another email once your organization request is approved. Expect
this approval to take one business day.

7. Follow the link in the organization approval email to register as the administrator of the
organization. As the administrator, you can add other users or go straight to submitting a lane
closure request.


https://youtu.be/C1leoJb6Zgg
http://laneclosures.winnipeg.ca/login
mailto:pwdlaneclosures@winnipeg.ca

Adding additional users

As an organization administrator, you can add users in your organization and create further
structures/groups within your organization. Watch these video tutorials to add users and groups to your

organization

1.

To add groups under your organization, go to “Account / Settings” in the top right of the window.
Click “Organization” from the drop-down menu.
Click the yellow “New Group” button and enter the new group’s nhame. Ensure the parent
organization is correct before clicking “submit”.

a. The structure of organizations allows users in the parent group to view and receive

notifications for closures from users in the sub-group.

To add new users, go to “Account / Settings” in the top right of the window. Click “Users” from the
drop-down menu.
Click the yellow “New User” button. create supervisors first so that they can be linked to future
users.
Enter contact information in the empty fields. Ensure the user is set to the appropriate group. If
you would like the user to have administrator permissions, check off the “Construction Agency
Administrator” role.
Set the notifications for the user based on organizational preference. For users that will be
responsible for lane closures, it is recommended to turn on notifications for approval/record status
change, changes to an approved lane closure/turning restriction, new messages, and contact
added. The tutorial video covers notification settings in more detalil.
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https://youtu.be/rc-7_YCukZ4
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Registering using access codes

Instead of manually enter all the organization’s users, the organization administrator can pass along an
access code to colleagues to allow them to self-register. Watch these video tutorials to show where an
administrator can find new user access codes, and where employees can self-register using the codes.

1. Administrators can find the access codes under the organization list. Click “Account / Settings”
and “Organizations” from the drop-down menu.

2. Each level of the organization has a unique access code. Use the correct code to place
employees in the appropriate group. Send the access code to employees that should register
under that specific group.

For employees with an access code,
1. Go to http://laneclosures.winnipeg.ca/login.
2. Click Register under the username and password fields.
3. If you have received an access code from your supervisor or organization administrator, enter the
six-digit code, and click submit.
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4. The access code already places you in the correct group. You can fill out the contact information,
set your notification preferences (explained in detail starting at 2:57 in this video tutorial).

5. Submit the account for approval. You will immediately be sent an email to confirm the email
address. Confirm the account using the link in the email.

6. Your organization administrator will need to approve your account before you can submit a lane
closure request. You will be notified of this approval by email, at which time you can log in and
get started. The application will not go live until May 12 2021. Requests cannot be
submitted prior to this time.


https://youtu.be/6j2UMnM-aAI
https://youtu.be/j0kaBleojU8
http://laneclosures.winnipeg.ca/login
https://youtu.be/rc-7_YCukZ4?t=177

System overview

Once signing in, users will see a list of all of their upcoming and ongoing closures. The request process
will involve a very similar set of questions that are part of the current lane closure request google form.
The status of your submission will remain as PENDING until the Traffic Management Branch can review
and approve the closure.

Editing requests and marking requests as complete will take place in the application. DO NOT REPLY to
email notifications. There is a message board component for each closure that allows quick questions for
Traffic Management and between contacts. Watch the tutorial video of the system overview.

The lane closure system homepage is laid out as follows:
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are a contact on, or all the closures in your organization.

Submit new lane closure requests here.

Toggle individual lanes open and closed on your approved closures. This feature allows real-time
information sharing on the status of your lane closure.

Toggle turn restrictions on and off on your approved closures. This feature allows real-time
information sharing on the current turn restrictions set up on your lane closure.

The Violations page shows you a list of your closures with current violations. You can view
violation details and correspond with the enforcement officer.

The Menu provides links to reference documents including truck route and transit and regional
street maps.

Account / Settings will allow you to change account and notification settings, as well as add users
or groups if you are an administrator.

The search bar and date range query tools help you search for specific closures, current or
historical. You can search by user, project, TM#, or street name.

The filter setting allows you to view closures that have been marked as complete.

The map shows all the closures listed. The map legend highlights upcoming and current closures.


https://youtu.be/rIUOWJpd3KM

List notifications

When viewing the list of lane closures under the “Lane Closure Requests” tab, closures can be flagged
for a variety of reasons. They can be flagged due to violations, flagged due to new messages, flagged as
reminders to toggle the lanes open, or marked as emergencies. Watch this video tutorial as it explains
lane closure list notifications.
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Submitting a lane closure request

The lane closure request form is very similar to the old google form. It is intended to collect the same level
of information. Many of the fields use drop-down lists or they auto-populate as you start typing, and if
fields are missed, you will be directed to answer them before continuing. You can watch a tutorial video
on creating new lane closure requests.

1. Click “New Lane Closure Request” at the top of the page.
2. The first page of the form includes location and date details.
a. You can add additional contacts from your organization.
b. The projects feature allows you to create project labels and assign closures to a
particular project.

3. The second page collects information on the specific closures in the work-zone, and the turn
restrictions.

a. You must identify each lane and sidewalk that will be closed.

b. Don't forget the text field asking how many lanes in each direction will be closed.

c. If your closure extends multiple blocks, you may need to review the blocks and select the
correct road segments on the map.

4. The third page collects information on Designated Construction Zones, impacts to transit and
parking, and allows for additional comments. If you have site plans or signage drawings, you can
add these files as attachments.

a. If the work is not for the City of a major utility, a use of street permit will be required, and
an additional section will be added to the form.

5. A permit section will collect information for a Use of Street permit if applicable.

6. The fourth page lists responsibilities of the contractor and provides conditions of the closure.

a. You must read and agree to these conditions before continuing.

7. The final page is a review of the request. You can revise the request or click finish to submit the

request to Traffic Management for review.


https://youtu.be/6yZCzOjHQqc
https://youtu.be/the4rZFqRO4

Managing an approved lane closure

Throughout the duration of the closure, the requestor has four responsibilities: reporting the opening and
closing of lanes, reporting turn restrictions, requesting changes to the closure, and marking the closure as
complete. Watch video tutorials on reporting lane closures and reporting turn restrictions.

A user can view the details of a lane closure by selecting it from the “Lane closure requests” list.
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1. The Details tab displays the details of the closure and the added contacts. This page includes a
message board and a transcript of approval history.

2. The attachments tab stores any files that have been attached to the closure, including signage
plans, use of street permits, and photos.

3. The violations tab provides shows messages from the enforcement constable.

4. The edit request tab allows you to edit the details of the request, including changing the specified
lanes and dates.

5. Lanes can be toggled on and off in real-time using the close / re-open lanes button.

6. When work is completed, the requestor can mark the closure as complete.

If you have questions that were not addressed in this user guide, please email them to
pwdlaneclosures@winnipeg.ca



https://youtu.be/CGof37m3hWA
https://youtu.be/ceuS4qTRukI
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