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INTRODUCTION 
 
The Highway Beautification Management System (HBMS) is the Pennsylvania Department of Transportation's (PennDOT) system to 
manage and process the permitting of Outdoor Advertising Devices (OAD).  Potential or current sign owners can become registered 
HBMS users.  Once registered, users will have access to their entire inventory of signs and will have the ability to submit an 
application for a new sign permit electronically.  HBMS allows PennDOT to facilitate the review of the permitting process.  Once sign 
permits are approved, HBMS users can submit sign information change applications to update sign permit details such as structural 
changes or ownership changes.  HBMS users also have the option to elect to receive electronic notifications from HBMS.  This 
document will highlight the registration and application submission procedures. 
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PRE-LOGIN HOMEPAGE 
 
The Pre-Login Homepage will be the initial page encountered when the HBMS website is accessed.  The Pre-Login Homepage 
contains a standard heading, body, and footer.  Each section will be discussed in further detail below. 
 



HBMS User Guide Pennsylvania Department of Transportation 

3 

The Login section appears on the right-hand side of the Pre-
Login Homepage.  This is where the HBMS user will enter their 
Login ID and Password when logging onto the system.  This 
section also contains links for users who have forgotten their 
password or who need to register as an HBMS user.  By 
clicking "here" the user will be taken to the HBMS User 
Registration Options page. 
 

 
 
 
 
 
 
 
 
 

The Quick Links section appears on the Pre-Login Homepage 
underneath the Login section.  This section provides users 
with useful links regarding the control of OADs.  The Quick 
Links include the state and federal regulations, PennDOT 
publications, and a list of PA Scenic Byways. 
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The Pre-Login Homepage header contains the PennDOT logo as well as hyperlinks to several user resources.  The Home link will 
return the user to the Pre-Login Homepage.  The Help link accesses this document.  The Contact Us link provides a statewide list of 
the PennDOT OAD Managers.  The Download Forms link provides the user with PDF version of the various permit applications that 
can be downloaded and printed. 
 

 
 
The Pre-Login Homepage footer contains basic information and hyperlinks.  Along with the Release Version and Date and Time, the 
PennDOT Privacy Policy is provided.  In addition, three hyperlinks are provided.  The PennDOT link will take users to the PennDOT 
homepage, the Home link will take users to the Pre-Login Homepage, and the Pennsylvania link with take users to the Pennsylvania 
homepage. 
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HBMS USER REGISTRATION 
 
There are two HBMS registration options for business entities and individual users.  The business entity registration process should 
be used for organizations that require more than one account.  The individual user registration process should be used for individual 
users and organizations that only require one account. 
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POST-LOGIN HOMEPAGE 
 
Once a registered user logs in to HBMS they will be taken to the Post-Login Homepage.  The Post-Login Homepage contains the same 
standard header and footer as the Pre-Login Homepage.  The body of the Post-Login Homepage provides the user with the six-
different sign type permit applications. 
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The Post-Login Homepage header contains the same links as the Pre-Login Homepage.  The Home link will now take you to the Post-
Login Homepage.  An additional link for Change Password is provided.  Users can click "Change Password" and they will be taken to 
PennDOT's security site where they can change their personal passwords.   
 

 
 
The Post-Login Homepage footer contains the same links as the Pre-Login Homepage footer.  In addition to the Release Version, 
Date and Time, and Hyperlinks, HBMS displays the amount of time left in each user's session.  The time remaining is the amount of 
time a user's session can remain inactive before the system will automatically be logged off.  After each action taken by the user, the 
timer resets to 30 minutes. 
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The body of the Post-Login Homepage contains options of the six-different sign type permit applications.  Each option contains a link 
that will provide more information regarding each sign type.  By clicking the "more" link the user will be presented with additional 
information that defines the particular type of sign.  By clicking the green button containing the sign type name, the user will begin 
the application process for that particular sign type. 
 

 
  



HBMS User Guide Pennsylvania Department of Transportation 

9 

ON-PREMISE SIGN APPLICATION 
 
To begin an on-premise sign application, click on the On-Premise Sign Start button seen below.  Once selected, the Preliminary 
Information for Sign Application page will be displayed. 
 

 
 
During the application process, applicants will have access to a resource bar containing links that will be helpful references.  The 
following links will be provided during the application process: 
 

 
 
Act 160 – Displays Act 160 
Chapter 445 – Displays Chapter 445 of the PA Code 
PA Scenic Byways – Provides a list of PA Scenic Byways where OADs are prohibited 
Pub. 581 – Displays PennDOT's Publication regarding Highway Beautification 
Pub. 266 – Displays PennDOT's brochure on Right-of-Way Encroachment and Outdoor Advertising Sign Control 
On-line Application Instructions – Provides instructions on completing each application type 
 
During the application process, a progress bar will be displayed across the top of the page body.  The progress bar shows the 
different tabs from Preliminary to submission.  The tab that the applicant is currently on will be highlighted in green.  An applicant 
can go backwards to any tab during the application process.  However, each tab must be completed in succession because answers 
given on one tab will dictate questions that appear on subsequent tabs. 
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The Preliminary Information for Sign Application page contains several questions that determine whether an applicant may be 
eligible for an On-Premise Sign. 
 
The Note at the top of the page advises applicants that if the sign is not adjacent to an interstate highway, a permit is not needed.  
Although they need not apply for a sign permit, the sign must still conform to the regulations regarding lighting. 
 
The remainder of the questions ensure that the applicant agrees that the location and sign complies the definition and regulation of 
on-premise signs.  
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HBMS will notify the applicant if any of their answers may disqualify them from having their application approved.  This does not 
prevent the applicant from continuing the application process, rather only serves as a warning. 
 

 
 
The applicant has three options.  The "Printable Version" button will provide a printout of the Preliminary Questions that they 
answered on the previous screen.  The "Quit Application" button can be selected if the applicant does not wish to continue the 
application process.  The "Save" button will save their preliminary information, generate an Application Number, and the application 
process will proceed to the Sign Owner tab. 
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The Sign Owner Information screen collects the information regarding the owner of the sign.  HBMS will first ask whether the 
applicant is the owner of the sign.  This question is asked because PennDOT personnel can enter applications on behalf of applicants 
who do not have access to HBMS.  An agent acting on behalf of their client could also enter the application. 
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The first time an applicant chooses "Yes" that they are the owner of the sign; HBMS will display all of the sign owner fields with the 
information provided during the HBMS registration process prepopulated.  On subsequent visits, these fields will not be displayed as 
HBMS will have already created the records for the sign owner information. 
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The first section of the Sign Owner Information page requires the applicant to enter the Sign Owner Name.  The Sign Owner Name 
can either be an individual owner or a business entity, but not both.  If the sign is owned by an individual, the individual user First 
Name and Last Name fields must be entered.  If the sign is owned by a business entity, the Business Name field must be entered. 
 

 
 
Once the Sign Owner is identified, the applicant must enter the Sign Owner Contact Information.  This information contains the 
standard contact information such as the first and last name of the point of contact, billing address, mailing address, phone number, 
and email address. 
 
The applicant can select the "Copy from Billing Address" feature if the Billing Address and Mailing Address are the same.  HBMS will 
copy the information into the Mailing Address fields. 
 
Note:  While the Email ID field is not required, it is strongly recommended if the sign owner wishes to receive electronic 
communication from PennDOT regarding the status of their application.  If approved, sign owners will also be able to receive 
electronic copies of their annual renewal applications. 
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Each sign owner will be asked if they are a Service Club or Religious Organization because these entities are subject to certain sizing 
requirements and billing procedures when applying for particular sign types. 
 

 
 
The Additional Information field is an open form text box available for the applicant to provide any additional information that is not 
provided in the fields above (i.e., additional sign owners or an additional point of contact). 
 

 
 
If the applicant answers "No" that they are not the owner of the sign, a search box will appear.  The applicant must enter at least 
three characters of the sign owners name and select the "Search" button.  
 
Note:  If an applicant is entering the application on behalf of someone else an authorization letter, from the sign owner granting 
authority to the applicant to submit the application on their behalf, must be uploaded in the document section of the application 
process. 
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HBMS will search all existing sign owner records and display any that match the search criteria provided. 
 

 
 
If the sign owner is found in the list of existing sign owners, the applicant must highlight the selection and click "Save & Next". 
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If the sign owner is not found in the search results, the applicant must check the box labeled "Check the box if not found in list".  
Checking this box will display the Sign Owner fields where the applicant can enter the sign owner information.  This will create a new 
sign owner record in HBMS. 
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The buttons available to the applicant at the bottom of the Sign Owner Information page are Withdraw, Clear, Save & Exit, Exit, and 
Save & Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Clear button will clear all data 
entered into the data fields.  Save & Exit saves the data entered prior to this tab and exits the application.  Exit will exit the 
application without saving the application data.  Save & Next will save the application data and proceed to the next part of the 
application. 
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The Land Owner Information screen collects the information regarding the owner of the land that the sign will be constructed on.  
HBMS will first ask whether the sign owner and land owner are the same. 
 

 
 
If the sign owner and land owner are the same, HBMS will not collect any additional land owner information because it will copy the 
information from the sign owner fields. 
 

 
 
HBMS will then ask if the applicant has the Tax Parcel ID information for the land where the sign will be located.  If the applicant 
selects "Yes" a search box will appear where the applicant can enter at least three digits of the Tax Parcel ID and select "Search".  
HBMS will search all existing Tax Parcel IDs and display any that match the search criteria.  If the Tax Parcel ID exists in HBMS, the 
applicant can highlight the Tax Parcel ID and select "Save & Next".  If the Tax Parcel ID is not listed in the search results, the applicant 
can check the box labeled "Check the box if not found in list" and enter the new Tax Parcel ID.  This will create a new Tax Parcel ID 
record in HBMS. 
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If the applicant indicates that the sign owner and land owner are not the same, HBMS will then ask whether the applicant has the 
Tax Parcel ID information where the sign will be located. 
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If the applicant does have the Tax Parcel ID, HBMS will collect the information as noted above. 
 

 
 
If the applicant does not have the Tax Parcel ID, HBMS will then display a search field for existing HBMS land owners.  The applicant 
will enter at least three characters and select "Search". HBMS will search all existing land owners and display any that match the 
search criteria.  If the land owner exists in HBMS, the applicant can highlight the land owner and select "Save & Next". 
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If the land owner is not listed in the search results, the applicant can check the box labeled "Check the box if not found in list".  
Checking this box will display the Land Owner fields where the applicant can enter the land owner information.  This will create a 
new land owner record in HBMS. 
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The first section of the Land Owner Information page requires the applicant to enter the Land Owner Name.  The Land Owner Name 
can either be an individual owner or a business entity, but not both.  If the land is owned by an individual, the individual user First 
Name and Last Name fields must be entered.  If the land is owned by a business entity, the Business Name field must be entered. 
 

 
 
Once the Land Owner is identified, the applicant must enter the Land Owner Contact Information.  This information contains the 
standard contact information such as the first and last name of the point of contact, permanent address, mailing address, phone 
number, and email address. 
 
The applicant can select the "Copy from Permanent Address" feature if the Permanent Address and Mailing Address are the same.  
HBMS will copy the information into the Permanent Address fields. 
 
Note:  While the Email ID field is not required, it is strongly recommended if the land owner wishes to receive electronic 
communication from PennDOT regarding the status of the permitted device located on their property. 
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The Additional Information field is an open form text box available for the applicant to provide any additional information that is not 
provided in the fields above (i.e., additional land owners or an additional point of contact). 
 

 
 
The buttons available to the applicant at the bottom of the Land Owner Information page are Withdraw, Clear, Save & Exit, Exit, and 
Save & Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Clear button will clear all data 
entered into the data fields.  Save & Exit saves the data entered prior to this tab and exits the application.  Exit will exit the 
application without saving the application data.  Save & Next will save the application data and proceed to the next part of the 
application. 
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The Sign Location Information screen collects the information regarding the location where the sign will be constructed.  After 
selecting the appropriate County, HBMS will provide a drop down list of municipalities that exist within the selected county.  After 
selecting the appropriate Municipality, HBMS will provide a drop down list of the Interstates and State Routes that existing with the 
selected municipality.  The list of Interstates and State Routes is provided by PennDOT's Roadway Management System.  If the route 
that the sign is to be located next to is not included on the list of Interstates and State Routes, the applicant must choose "Other".  If 
"Other" is chosen, a field will appear for the applicant to list the name of the adjacent route. 
 

 
 
The applicant will be required to state whether or not the sign will be located within 50 feet of the advertised activity or beyond 50 
feet of the advertised activity. 
 
Note:  If the sign is located beyond 50 feet of the advertised activity, it may not exceed 20 feet in length or height, or 150 square feet 
in area, including border and trim but excluding supports. 
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The buttons available to the applicant at the bottom of the Sign Location Information page are Withdraw, Clear, Save & Exit, Exit, 
and Save & Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Clear button will clear all data 
entered into the data fields.  Save & Exit saves the data entered prior to this tab and exits the application.  Exit will exit the 
application without saving the application data.  Save & Next will save the application data and proceed to the next part of the 
application. 
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The Regulations Information screen collects the information regarding the local ordinances or regulations of the municipality or 
county where the sign will be constructed. 
 

 
 
The first question asks whether or not the municipality or county has a sign ordinance or regulations. 
 

 
 
If the applicant selects "Yes", HBMS will ask whether or not the sign will conform to those sign ordinances or regulations. 
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If the applicant selects "Yes", they will be required to upload a copy of the sign ordinance or letter from the municipality confirming 
that the sign confirms to their ordinances in the documents section.  HBMS will then ask if the municipality or county require the 
application for and issuance of a permit for the erection of a sign.  If the applicant selects "Yes", they will be required to upload a 
copy of the local permit for the proposed sign in the documents section. 
 

 
 
After answering the questions regarding the local municipality or county regulations, the applicant must complete the Municipality 
Zoning Officer details or the County Zoning Officer details.  The details for both individuals can be entered, but only one is required. 
 

 
 
The buttons available to the applicant at the bottom of the Regulations Information page are Withdraw, Clear, Save & Exit, Exit, and 
Save & Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Clear button will clear all data 
entered into the data fields.  Save & Exit saves the data entered prior to this tab and exits the application.  Exit will exit the 
application without saving the application data.  Save & Next will save the application data and proceed to the next part of the 
application. 
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The Sign Structure screen collects the information regarding the sign structure.  The applicant will be asked to enter the number of 
sign faces. 
 

 
 
HBMS will display fields to be entered for each sign face.  The applicant will enter the size of the sign face along with the material 
type and whether or not the face has lighting that shines on it.  In addition to the sign face details, the applicant must answer 
whether or not any sign face will contain, include or be illuminated by one or more flashing, intermittent or moving light.  If the 
applicant selects "Yes", the message content of that sign face must be entered.  If applicant selects "No", the Message Content fields 
will disappear. 
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The buttons available to the applicant at the bottom of the Sign Structure page are Withdraw, Clear, Save & Exit, Exit, and Save & 
Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an applicant 
wishes to continue the application process, they must restart from the beginning.  The Clear button will clear all data entered into 
the data fields.  Save & Exit saves the data entered prior to this tab and exits the application.  Exit will exit the application without 
saving the application data.  Save & Next will save the application data and proceed to the next part of the application. 
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The Documents page is where the applicant will upload all of the necessary attachments to their application.  The documents that 

are required by the answers given during the application process are marked with a *.  There are other documents listed that can 
be uploaded but are not required.  In order to upload a document the applicant must provide a description of the document and 
click "Browse" to select the appropriate file on their computer. After all files are ready to upload, click Upload All Documents. An 
applicant can see a description of the Document Type by clicking on the Document Type Links provided on the left. 
 
Note:  Click on the browse button to locate a document on your computer to upload. You can load more than one at a time. After all 

documents have been located, click  
 
Note:  Max file size is 10 MBs, total upload size is 10 MBs, max file name is 50 characters, and supported file types are: pdf, doc, 
docx, xls, xlsx, jpg, jpeg, txt, wav, msg, mp4, mov, mp3 
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The buttons available to the applicant at the bottom of the Documents page are Withdraw, Exit, and Next.  The Withdraw button 
will end the application process and the application will be withdrawn from HBMS.  If an applicant wishes to continue the application 
process, they must restart from the beginning.  Exit will exit the application without saving the application data.  Next will proceed to 
the next part of the application. 
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The Sign Permit Application Review page allows the applicant to review all of the data that has been entered throughout the 
application process.  The applicant can view all information by clicking the "Expand All" button. 
 

 
 
The top of the Sign Permit Application Review provides a summary of the application number, sign type, sign owner, application 
status and the individual entering the application. 
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The Preliminary Information section displays the answers given by the application on the Preliminary Information section of the 
application.  If any answers are incorrect, the applicant should return to that section of the application to correct the answer. 
 

 
 
The Owners Information section displays the information entered by the application on the Sign Owner Information and Land Owner 
Information sections of the application.  If any of the information is incorrect, the applicant should return to the appropriate section 
of the application to correct the answer. 
 

 
 
The Location Information section displays the information entered by the application on the Sign Location Information section of the 
application.  If any of the information is incorrect, the applicant should return to that section of the application to correct the 
answer. 
 

 
 



HBMS User Guide Pennsylvania Department of Transportation 

35 

The Local Regulations Information section displays the information entered by the application on the Regulations Information 
section of the application.  If any of the information is incorrect, the applicant should return to that section of the application to 
correct the answer. 
 

 
 
The Sign Structure Details section displays the information entered by the application on the Sign Structure section of the 
application.  If any of the information is incorrect, the applicant should return to that section of the application to correct the 
answer. 
 

 
 
The Documents section displays the files uploaded by the applicant on the Documents section of the application.  If any of the files 
need to be re-uploaded, the applicant should return to that section of the application to upload the correct files. 
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The Annual Fee Information section displays the annual fee for the sign permit based on the information provided throughout the 
application process.  The Rate Information link will provide details on how the annual fees are calculated. 
 

 
 
The buttons available to the applicant at the bottom of the Sign Permit Application Review page are Withdraw, Printable Version, 
Exit, and Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Printable Version button will 
provide the applicant with a printer-friendly version of the application.  Exit will exit the application without saving the application 
data.  Next will proceed to the next part of the application. 
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The Terms and Conditions page displays the requirements that the applicant must agree to in order to be eligible to have a sign 
permit.  The applicant must be able to select "I Agree" to each statement in order to submit their application. 
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The buttons available to the applicant at the bottom of the Sign Permit Application Review page are Withdraw, Exit, and Next.  The 
Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an applicant wishes to 
continue the application process, they must restart from the beginning.  Exit will exit the application without saving the application 
data.  Next will proceed to the next part of the application. 
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The Submit Application page allows the applicant to choose whether or not they would like to receive paperless correspondence 
from PennDOT regarding the status of their application.  Below the consent for paperless communication is the certification that the 
sign owner must review, that states that the information they have provided on the application is true and correct. 
 

 
 
The buttons available to the applicant at the bottom of the Submit Application page are Withdraw, Submit, and Exit.  The Withdraw 
button will end the application process and the application will be withdrawn from HBMS.  If an applicant wishes to continue the 
application process, they must restart from the beginning.  The Submit button will submit the application to the appropriate 
PennDOT District OAD Manager for review.  Exit will exit the application without saving the application data. 
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After submitting the application, the applicant will receive the Submit Confirmation page.  This page notifies the applicant that their 
application was successfully submitted and they will be contacted if any further information is needed.  The Submit Confirmation 
page also provides some guidance on the next steps in the application process. 
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OFF-PREMISE SIGN APPLICATION 
 
To begin an off-premise sign application, click on the Off-Premise Sign Start button seen below.  Once selected, the Preliminary 
Information for Sign Application page will be displayed. 
 

 
 
During the application process, the applicant will have access to a resource bar containing links that will be helpful references.  The 
following links will be provided during the application process: 
 

 
 
Act 160 – Displays Act 160 
Chapter 445 – Displays Chapter 445 of the PA Code 
PA Scenic Byways – Provides a list of PA Scenic Byways where OADs are prohibited 
Pub. 581 – Displays PennDOT's Publication regarding Highway Beautification 
Pub. 266 – Displays PennDOT's brochure on Right-of-Way Encroachment and Outdoor Advertising Sign Control 
On-line Application Instructions – Provides instructions on completing each application type 
 
During the application process, a progress bar will be displayed across the top of the page body.  The progress bar shows the 
different tabs from Preliminary to submission.  The tab that the applicant is currently on will be highlighted in green.  An applicant 
can go backwards to any tab during the application process.  However, each tab must be completed in succession because answers 
given on one tab will dictate questions that appear on subsequent tabs. 
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The Preliminary Information for Sign Application page contains several questions that determine whether an applicant may be 
eligible for an Off-Premise Sign. 
 
The applicant must answer each question accordingly.  If an answer is provided that does not comply with federal and state 
regulations, a warning message will be displayed; however, HBMS does not prevent the applicant from proceeding with the 
application process. 
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If the sign is located adjacent to a limited access highway, HBMS will ask if the sign location is outside the boundaries of a city or 
borough.  If the answer is "No", the applicant can proceed to the next Preliminary Information question. 
 

 
 
If the answer is "Yes", the applicant must state whether or not the sign location is adjacent to an interchange or rest area on either 
side of the highway, or if there is an entrance or exit lane on either side of the highway within 500 feet of the proposed location. 
 

 
 
Note:  If the county/municipality does not have zoning, there must be a commercial or industrial activity that is within 800 feet of 
the sign, on the same side of the highway, clearly visible from the main-traveled way of the highway, and recognizable as 
commercial or industrial. 
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The Sign Owner Information screen collects the information regarding the owner of the sign.  HBMS will first ask whether the 
applicant is the owner of the sign.  This question is asked because PennDOT personnel can enter applications on behalf of applicants 
who do not have access to HBMS.  An agent acting on behalf of their client could also enter the application. 
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The first time an applicant chooses "Yes" that they are the owner of the sign; HBMS will display all of the sign owner fields with the 
information provided during the HBMS registration process prepopulated.  On subsequent visits, these fields will not be displayed as 
HBMS will have already created the records for the sign owner information. 
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The first section of the Sign Owner Information page requires the applicant to enter the Sign Owner Name.  The Sign Owner Name 
can either be an individual owner or a business entity, but not both.  If the sign is owned by an individual, the individual user First 
Name and Last Name fields must be entered.  If the sign is owned by a business entity, the Business Name field must be entered. 
 

 
 
Once the Sign Owner is identified, the applicant must enter the Sign Owner Contact Information.  This information contains the 
standard contact information such as the first and last name of the point of contact, billing address, mailing address, phone number, 
and email address. 
 
The applicant can select the "Copy from Billing Address" feature if the Billing Address and Mailing Address are the same.  HBMS will 
copy the information into the Mailing Address fields. 
 
Note:  While the Email ID field is not required, it is strongly recommended if the sign owner wishes to receive electronic 
communication from PennDOT regarding the status of their application.  If approved, sign owners will also be able to receive 
electronic copies of their annual renewal applications. 
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Each sign owner will be asked if they are a Service Club or Religious Organization because these entities are subject to certain sizing 
requirements and billing procedures when applying for particular sign types. 
 

 
 
The Additional Information field is an open form text box available for the applicant to provide any additional information that is not 
provided in the fields above (i.e., additional sign owners or an additional point of contact). 
 

 
 
If the applicant answers "No" that they are not the owner of the sign, a search box will appear.  The applicant must enter at least 
three characters of the sign owners name and select the "Search" button.  
 
Note:  If an applicant is entering the application on behalf of someone else an authorization letter, from the sign owner granting 
authority to the applicant to submit the application on their behalf, must be uploaded in the document section of the application 
process. 
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HBMS will search all existing sign owner records and display any that match the search criteria provided. 
 

 
 
If the sign owner is found in the list of existing sign owners, the applicant must highlight the selection and click "Save & Next". 
 

 
  



HBMS User Guide Pennsylvania Department of Transportation 

49 

If the sign owner is not found in the search results, the applicant must check the box labeled "Check the box if not found in list".  
Checking this box will display the Sign Owner fields where the applicant can enter the sign owner information.  This will create a new 
sign owner record in HBMS. 
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The buttons available to the applicant at the bottom of the Sign Owner Information page are Withdraw, Clear, Save & Exit, Exit, and 
Save & Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Clear button will clear all data 
entered into the data fields.  Save & Exit saves the data entered prior to this tab and exits the application.  Exit will exit the 
application without saving the application data.  Save & Next will save the application data and proceed to the next part of the 
application. 
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The Land Owner Information screen collects the information regarding the owner of the land that the sign will be constructed on.  
HBMS will first ask whether the sign owner and land owner are the same. 
 

 
 
If the sign owner and land owner are the same, HBMS will not collect any additional land owner information because it will copy the 
information from the sign owner fields. 
 

 
 
HBMS will then ask if the applicant has the Tax Parcel ID information for the land where the sign will be located.  If the applicant 
selects "Yes" a search box will appear where the applicant can enter at least three digits of the Tax Parcel ID and select "Search".  
HBMS will search all existing Tax Parcel IDs and display any that match the search criteria.  If the Tax Parcel ID exists in HBMS, the 
applicant can highlight the Tax Parcel ID and select "Save & Next".  If the Tax Parcel ID is not listed in the search results, the applicant 
can check the box labeled "Check the box if not found in list" and enter the new Tax Parcel ID.  This will create a new Tax Parcel ID 
record in HBMS. 
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If the applicant indicates that the sign owner and land owner are not the same, HBMS will then ask whether the applicant has the 
Tax Parcel ID information where the sign will be located. 
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If the applicant does have the Tax Parcel ID, HBMS will collect the information as noted above. 
 

 
 
If the applicant does not have the Tax Parcel ID, HBMS will then display a search field for existing HBMS land owners.  The applicant 
will enter at least three characters and select "Search". HBMS will search all existing land owners and display any that match the 
search criteria.  If the land owner exists in HBMS, the applicant can highlight the land owner and select "Save & Next". 
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If the land owner is not listed in the search results, the applicant can check the box labeled "Check the box if not found in list".  
Checking this box will display the Land Owner fields where the applicant can enter the land owner information.  This will create a 
new land owner record in HBMS. 
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The first section of the Land Owner Information page requires the applicant to enter the Land Owner Name.  The Land Owner Name 
can either be an individual owner or a business entity, but not both.  If the land is owned by an individual, the individual user First 
Name and Last Name fields must be entered.  If the land is owned by a business entity, the Business Name field must be entered. 
 

 
 
Once the Land Owner is identified, the applicant must enter the Land Owner Contact Information.  This information contains the 
standard contact information such as the first and last name of the point of contact, permanent address, mailing address, phone 
number, and email address. 
 
The applicant can select the "Copy from Permanent Address" feature if the Permanent Address and Mailing Address are the same.  
HBMS will copy the information into the Permanent Address fields. 
 
Note:  While the Email ID field is not required, it is strongly recommended if the land owner wishes to receive electronic 
communication from PennDOT regarding the status of the permitted device located on their property. 
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The Additional Information field is an open form text box available for the applicant to provide any additional information that is not 
provided in the fields above (i.e., additional land owners or an additional point of contact). 
 

 
 
The buttons available to the applicant at the bottom of the Land Owner Information page are Withdraw, Clear, Save & Exit, Exit, and 
Save & Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Clear button will clear all data 
entered into the data fields.  Save & Exit saves the data entered prior to this tab and exits the application.  Exit will exit the 
application without saving the application data.  Save & Next will save the application data and proceed to the next part of the 
application. 
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The Sign Location Information screen collects the information regarding the location where the sign will be constructed.  After 
selecting the appropriate County, HBMS will provide a drop down list of municipalities that exist within the selected county.  After 
selecting the appropriate Municipality, HBMS will provide a drop down list of the Interstates and State Routes that existing with the 
selected municipality.  The list of Interstates and State Routes is provided by PennDOT's Roadway Management System.  If the route 
that the sign is to be located next to is not included on the list of Interstates and State Routes, the applicant must choose "Other".  If 
"Other" is chosen, a field will appear for the applicant to list the name of the adjacent route. 
 

 
 
HBMS will then ask whether the sign will be visible from other state routes.  If the answer is "No" the applicant can proceed to 
complete the rest of the fields on the Sign Location Information screen. 
 

 
 
If the answer is "Yes", HBMS will display a list of state routes.  The applicant should choose which additional state routes the sign is 
visible from.  If the other state route is not listed, the applicant must select "Other".  Once "Other" is selected, a field will appear for 
the applicant to list the name of the other state routes. 
 
Note:  To choose multiple state routes, hold the Control key and select the routes that apply. 
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The next fields on the Sign Location Information screen collect information regarding the right-of-way where the sign will be located.  
The applicant must verify the highway right-of-way width with the appropriate PennDOT Engineering District.  The applicant must 
also contact the PennDOT Engineering District to obtain a highway right-of-way plan for the sign site location. 
 

 
 
The remaining fields collect data regarding the sign site in relation to the interchange or intersection, route segment or mile maker, 
and also any landmarks that help identify the exact location of the sign. 
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Note:  If the route adjacent to the sign location is an interstate, the applicant must state whether the sign is located in a Cotton Area, 
Kerr Area Type 1, or Kerr Area Type 2.  The applicant can click on each area type to see a definition. 
 

 
 
The buttons available to the applicant at the bottom of the Sign Location Information page are Withdraw, Clear, Save & Exit, Exit, 
and Save & Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Clear button will clear all data 
entered into the data fields.  Save & Exit saves the data entered prior to this tab and exits the application.  Exit will exit the 
application without saving the application data.  Save & Next will save the application data and proceed to the next part of the 
application. 
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The Regulations Information screen collects the information regarding the local ordinances or regulations of the municipality or 
county where the sign will be constructed. 
 

 
 
The first question asks whether or not the municipality or county has a sign ordinance or regulations. 
 

 
  



HBMS User Guide Pennsylvania Department of Transportation 

61 

If the applicant selects "Yes", HBMS will ask whether or not the sign will conform to those sign ordinances or regulations. 
 

 
 
If the applicant selects "Yes", they will be required to upload a copy of the sign ordinance or letter from the municipality confirming 
that the sign confirms to their ordinances in the documents section.  HBMS will then ask if the municipality or county require the 
application for and issuance of a permit for the erection of a sign.  If the applicant selects "Yes", they will be required to upload a 
copy of the local permit for the proposed sign in the documents section. 
 

 
 
After answering the questions regarding the local municipality or county regulations, the applicant must complete the Municipality 
Zoning Officer details or the County Zoning Officer details.  The details for both individuals can be entered, but only one is required. 
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Based on the answer given in the Preliminary Information section HBMS will display a question regarding the zoning for the 
county/municipality where the sign is going to be erected.  If it was indicated that county/municipality did have zoning, HBMS will 
collect what the zoning is at the sign site. 
 

 
 
If it was indicated that the county/municipality did not have zoning but did have industrial or commercial activity nearby, HBMS will 
collect the required information regarding the activity. 
 

 
 
The buttons available to the applicant at the bottom of the Regulations Information page are Withdraw, Clear, Save & Exit, Exit, and 
Save & Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Clear button will clear all data 
entered into the data fields.  Save & Exit saves the data entered prior to this tab and exits the application.  Exit will exit the 
application without saving the application data.  Save & Next will save the application data and proceed to the next part of the 
application. 
 

  



HBMS User Guide Pennsylvania Department of Transportation 

63 

 
 
The Sign Structure screen collects the information regarding the sign structure.  The applicant will be asked to enter the number of 
sign faces. 
 

 
 
HBMS will display fields to be entered for each sign face.  The applicant will enter the size of the sign face along with the material 
type and whether or not the face has lighting that shines on it.  In addition to the sign face details, the applicant must answer 
whether or not any sign face will contain, include or be illuminated by one or more flashing, intermittent or moving light.  If the 
applicant selects "Yes", the message content of that sign face must be entered.  If applicant selects "No", the Message Content fields 
will disappear. 
 

 
 
The buttons available to the applicant at the bottom of the Sign Structure page are Withdraw, Clear, Save & Exit, Exit, and Save & 
Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an applicant 
wishes to continue the application process, they must restart from the beginning.  The Clear button will clear all data entered into 
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the data fields.  Save & Exit saves the data entered prior to this tab and exits the application.  Exit will exit the application without 
saving the application data.  Save & Next will save the application data and proceed to the next part of the application. 
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The Documents page is where the applicant will upload all of the necessary attachments to their application.  The documents that 

are required by the answers given during the application process are marked with a *.  There are other documents listed that can 
be uploaded but are not required.  In order to upload a document the applicant must provide a description of the document and 
click "Browse" to select the appropriate file on their computer. After all files are ready to upload, click Upload All Documents. An 
applicant can see a description of the Document Type by clicking on the Document Type Links provided on the left. 
 
Note:  Click on the browse button to locate a document on your computer to upload. You can load more than one at a time. After all 

documents have been located, click  
 
Note:  Max file size is 10 MBs, total upload size is 10 MBs, max file name is 50 characters, and supported file types are: pdf, doc, 
docx, xls, xlsx, jpg, jpeg, txt, wav, msg, mp4, mov, mp3 
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The buttons available to the applicant at the bottom of the Documents page are Withdraw, Exit, and Next.  The Withdraw button 
will end the application process and the application will be withdrawn from HBMS.  If an applicant wishes to continue the application 
process, they must restart from the beginning.  Exit will exit the application without saving the application data.  Next will proceed to 
the next part of the application. 
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The Sign Permit Application Review page allows the applicant to review all of the data that has been entered throughout the 
application process.  The applicant can view all information by clicking the "Expand All" button. 
 

 
 
The top of the Sign Permit Application Review provides a summary of the application number, sign type, sign owner, application 
status and the individual entering the application. 
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The Preliminary Information section displays the answers given by the application on the Preliminary Information section of the 
application. If any answers are incorrect, the applicant should return to that section of the application to correct the answer. 
 

 
 
The Owners Information section displays the information entered by the application on the Sign Owner Information and Land Owner 
Information sections of the application. If any of the information is incorrect, the applicant should return to the appropriate section 
of the application to correct the answer. 
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The Location Information section displays the information entered by the application on the Sign Location Information section of the 
application.  If any of the information is incorrect, the applicant should return to that section of the application to correct the 
answer. 
 

 
 
The Local Regulations Information section displays the information entered by the application on the Regulations Information 
section of the application.  If any of the information is incorrect, the applicant should return to that section of the application to 
correct the answer. 
 

 
 
The Sign Structure Details section displays the information entered by the application on the Sign Structure section of the 
application.  If any of the information is incorrect, the applicant should return to that section of the application to correct the 
answer. 
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The Documents section displays the files uploaded by the applicant on the Documents section of the application.  If any of the files 
need to be re-uploaded, the applicant should return to that section of the application to upload the correct files. 
 

 
 
The Annual Fee Information section displays the annual fee for the sign permit based on the information provided throughout the 
application process.  The Rate Information link will provide details on how the annual fees are calculated. 
 

 
 
The buttons available to the applicant at the bottom of the Sign Permit Application Review page are Withdraw, Printable Version, 
Exit, and Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Printable Version button will 
provide the applicant with a printer-friendly version of the application.  Exit will exit the application without saving the application 
data.  Next will proceed to the next part of the application. 
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The Terms and Conditions page displays the requirements that the applicant must agree to in order to be eligible to have a sign 
permit.  The applicant must be able to select "I Agree" to each statement in order to submit their application. 
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The buttons available to the applicant at the bottom of the Sign Permit Application Review page are Withdraw, Exit, and Next.  The 
Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an applicant wishes to 
continue the application process, they must restart from the beginning.  Exit will exit the application without saving the application 
data.  Next will proceed to the next part of the application. 
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The Submit Application page allows the applicant to choose whether or not they would like to receive paperless correspondence 
from PennDOT regarding the status of their application.  Below the consent for paperless communication is the certification that the 
sign owner must review, that states that the information they have provided on the application is true and correct. 
 

 
 
The buttons available to the applicant at the bottom of the Submit Application page are Withdraw, Submit, and Exit.  The Withdraw 
button will end the application process and the application will be withdrawn from HBMS.  If an applicant wishes to continue the 
application process, they must restart from the beginning.  The Submit button will submit the application to the appropriate 
PennDOT District OAD Manager for review.  Exit will exit the application without saving the application data. 
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After submitting the application, the applicant will receive the Submit Confirmation page.  This page notifies the applicant that their 
application was successfully submitted and they will be contacted if any further information is needed.  The Submit Confirmation 
page also provides some guidance on the next steps in the application process. 
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SERVICE CLUB/RELIGIOUS NOTICE 
 
To begin a service club or religious notice application, click on the Service Club/Religious Notice Start button seen below. Once 
selected, the Preliminary Information for Sign Application page will be displayed. 
 

 

During the application process, applicants will have access to a resource bar containing links that will be helpful references.  The 
following links will be provided during the application process: 
 

 
 
Act 160 – Displays Act 160 
Chapter 445 – Displays Chapter 445 of the PA Code 
PA Scenic Byways – Provides a list of PA Scenic Byways where OADs are prohibited 
Pub. 581 – Displays PennDOT's Publication regarding Highway Beautification 
Pub. 266 – Displays PennDOT's brochure on Right-of-Way Encroachment and Outdoor Advertising Sign Control 
On-line Application Instructions – Provides instructions on completing each application type 
 
During the application process, a progress bar will be displayed across the top of the page body.  The progress bar shows the 
different tabs from Preliminary to submission.  The tab that the applicant is currently on will be highlighted in green.  An applicant 
can go backwards to any tab during the application process.  However, each tab must be completed in succession because answers 
given on one tab will dictate questions that appear on subsequent tabs. 
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The Preliminary Information for Sign Application page contains several questions that determine whether an applicant may be 
eligible for a Service Club/Religious Notice. 
 
The applicant must answer each question accordingly.  If an answer is provided that does not comply with federal and state 
regulations, a warning message will be displayed; however, HBMS does not prevent the applicant from proceeding with the 
application process. 
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The Sign Owner Information screen collects the information regarding the owner of the sign.  HBMS will first ask to search for the 
owner of the sign.  This question is asked because PennDOT personnel can enter applications on behalf of applicants who do not 
have access to HBMS.  An agent acting on behalf of their client could also enter the application. 

 

HBMS will search all existing sign owner records and display any that match the search criteria provided. 
 

 
 
If the sign owner is found in the list of existing sign owners, the applicant must highlight the selection and click "Save & Next". 
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Note: If an applicant is entering the application on behalf of someone else an authorization letter, from the sign owner granting 
authority to the applicant to submit the application on their behalf, must be uploaded in the document section of the application 
process. 
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The buttons available to the applicant at the bottom of the Land Owner Information page are Withdraw, Clear, Save & Exit, Exit, and 
Save & Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Clear button will clear all data 
entered into the data fields.  Save & Exit saves the data entered prior to this tab and exits the application.  Exit will exit the 
application without saving the application data.  Save & Next will save the application data and proceed to the next part of the 
application. 
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The Land Owner Information screen collects the information regarding the owner of the land that the sign will be constructed on.  
HBMS will first ask whether the sign owner and land owner are the same. 
 

 
 
If the sign owner and land owner are the same, HBMS will not collect any additional land owner information because it will copy the 
information from the sign owner fields. 
 

 
 
HBMS will then ask if the applicant has the Tax Parcel ID information for the land where the sign will be located.  If the applicant 
selects "Yes" a search box will appear where the applicant can enter at least three digits of the Tax Parcel ID and select "Search".  
HBMS will search all existing Tax Parcel IDs and display any that match the search criteria.  If the Tax Parcel ID exists in HBMS, the 
applicant can highlight the Tax Parcel ID and select "Save & Next".  If the Tax Parcel ID is not listed in the search results, the applicant 
can check the box labeled "Check the box if not found in list" and enter the new Tax Parcel ID.  This will create a new Tax Parcel ID 
record in HBMS. 
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If the applicant indicates that the sign owner and land owner are not the same, HBMS will then ask whether the applicant has the 
Tax Parcel ID information where the sign will be located. 
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If the applicant does have the Tax Parcel ID, HBMS will collect the information as noted above. 
 

 
 
If the applicant does not have the Tax Parcel ID, HBMS will then display a search field for existing HBMS land owners.  The applicant 
will enter at least three characters and select "Search". HBMS will search all existing land owners and display any that match the 
search criteria.  If the land owner exists in HBMS, the applicant can highlight the land owner and select "Save & Next". 
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If the land owner is not listed in the search results, the applicant can check the box labeled "Check the box if not found in list".  
Checking this box will display the Land Owner fields where the applicant can enter the land owner information.  This will create a 
new land owner record in HBMS. 
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The first section of the Land Owner Information page requires the applicant to enter the Land Owner Name. The Land Owner Name 
can either be an individual owner or a business entity, but not both. If the land is owned by an individual, the individual user First 
Name and Last Name fields must be entered.  If the land is owned by a business entity, the Business Name field must be entered. 
 

 
 
Once the Land Owner is identified, the applicant must enter the Land Owner Contact Information.  This information contains the 
standard contact information such as the first and last name of the point of contact, permanent address, mailing address, phone 
number, and email address. 
 
The applicant can select the "Copy from Permanent Address" feature if the Permanent Address and Mailing Address are the same.  
HBMS will copy the information into the Permanent Address fields. 
 
Note: While the Email ID field is not required, it is strongly recommended if the land owner wishes to receive electronic 
communication from PennDOT regarding the status of the permitted device located on their property. 
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The Additional Information field is an open form text box available for the applicant to provide any additional information that is not 
provided in the fields above (i.e., additional land owners or an additional point of contact). 
 

 
 
The buttons available to the applicant at the bottom of the Land Owner Information page are Withdraw, Clear, Save & Exit, Exit, and 
Save & Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Clear button will clear all data 
entered into the data fields.  Save & Exit saves the data entered prior to this tab and exits the application.  Exit will exit the 
application without saving the application data.  Save & Next will save the application data and proceed to the next part of the 
application. 
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The Sign Location Information screen collects the information regarding the location where the sign will be constructed.  After 
selecting the appropriate County, HBMS will provide a drop down list of municipalities that exist within the selected county.  After 
selecting the appropriate Municipality, HBMS will provide a drop down list of the Interstates and State Routes that existing with the 
selected municipality.  The list of Interstates and State Routes is provided by PennDOT's Roadway Management System.  If the route 
that the sign is to be located next to is not included on the list of Interstates and State Routes, the applicant must choose "Other".  If 
"Other" is chosen, a field will appear for the applicant to list the name of the adjacent route. 
 

 
 
HBMS will then ask whether the sign will be visible from other state routes.  If the answer is "No" the applicant can proceed to 
complete the rest of the fields on the Sign Location Information screen. 
 

 
 
If the answer is "Yes", HBMS will display a list of state routes.  The applicant should choose which additional state routes the sign is 
visible from.  If the other state route is not listed, the applicant must select "Other".  Once "Other" is selected, a field will appear for 
the applicant to list the name of the other state routes. 
 
Note: To choose multiple state routes, hold the Control key and select the routes that apply. 
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The next fields on the Sign Location Information screen collect information regarding the right-of-way where the sign will be located.  
The applicant must verify the highway right-of-way width with the appropriate PennDOT Engineering District.  The applicant must 
also contact the PennDOT Engineering District to obtain a highway right-of-way plan for the sign site location. 
 

 
 
The remaining fields collect data regarding the sign site in relation to the interchange or intersection, route segment or mile maker, 
and also any landmarks that help identify the exact location of the sign. 
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The buttons available to the applicant at the bottom of the Land Owner Information page are Withdraw, Clear, Save & Exit, Exit, and 
Save & Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Clear button will clear all data 
entered into the data fields.  Save & Exit saves the data entered prior to this tab and exits the application.  Exit will exit the 
application without saving the application data.  Save & Next will save the application data and proceed to the next part of the 
application. 
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The Regulations Information screen collects the information regarding the local ordinances or regulations of the municipality or 
county where the sign will be constructed. 
 

 
 
The first question asks whether or not the municipality or county has a sign ordinance or regulations. 
 

 
 
If the applicant selects "Yes", HBMS will ask whether or not the sign will conform to those sign ordinances or regulations. 
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If the applicant selects "Yes", they will be required to upload a copy of the sign ordinance or letter from the municipality confirming 
that the sign confirms to their ordinances in the documents section.  HBMS will then ask if the municipality or county require the 
application for and issuance of a permit for the erection of a sign.  If the applicant selects "Yes", they will be required to upload a 
copy of the local permit for the proposed sign in the documents section. 
 

 
 
After answering the questions regarding the local municipality or county regulations, the applicant must complete the Municipality 
Zoning Officer details or the County Zoning Officer details.  The details for both individuals can be entered, but only one is required. 
 

 
 
The buttons available to the applicant at the bottom of the Regulations Information page are Withdraw, Clear, Save & Exit, Exit, and 
Save & Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Clear button will clear all data 
entered into the data fields.  Save & Exit saves the data entered prior to this tab and exits the application.  Exit will exit the 
application without saving the application data.  Save & Next will save the application data and proceed to the next part of the 
application. 
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The Sign Structure screen collects the information regarding the sign structure.   
 

 

HBMS will display fields to be entered for each sign face.  The applicant will enter the size of the sign face along with the material 
type and whether or not the face has lighting that shines on it.  In addition to the sign face details, the applicant must answer 
whether or not any sign face will contain, include or be illuminated by one or more flashing, intermittent or moving light.  If the 
applicant selects "Yes", the message content of that sign face must be entered.  If applicant selects "No", the Message Content fields 
will disappear. 
 

 

  



HBMS User Guide Pennsylvania Department of Transportation 

94 

The buttons available to the applicant at the bottom of the Land Owner Information page are Withdraw, Clear, Save & Exit, Exit, and 
Save & Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Clear button will clear all data 
entered into the data fields.  Save & Exit saves the data entered prior to this tab and exits the application.  Exit will exit the 
application without saving the application data.  Save & Next will save the application data and proceed to the next part of the 
application. 
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The Documents page is where the applicant will upload all of the necessary attachments to their application.  The documents that 

are required by the answers given during the application process are marked with a *.  There are other documents listed that can 
be uploaded but are not required.  In order to upload a document the applicant must provide a description of the document and 
click "Browse" to select the appropriate file on their computer. After all files are ready to upload, click Upload All Documents. An 
applicant can see a description of the Document Type by clicking on the Document Type Links provided on the left. 
 
Note:  Click on the browse button to locate a document on your computer to upload. You can load more than one at a time. After all 

documents have been located, click  
 
Note:  Max file size is 10 MBs, total upload size is 10 MBs, max file name is 50 characters, and supported file types are: pdf, doc, 
docx, xls, xlsx, jpg, jpeg, txt, wav, msg, mp4, mov, mp3 
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The buttons available to the applicant at the bottom of the Documents page are Withdraw, Exit, and Next.  The Withdraw button 
will end the application process and the application will be withdrawn from HBMS.  If an applicant wishes to continue the application 
process, they must restart from the beginning.  Exit will exit the application without saving the application data.  Next will proceed to 
the next part of the application. 
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The Sign Permit Application Review page allows the applicant to review all of the data that has been entered throughout the 
application process.  The applicant can view all information by clicking the "Expand All" button. 
 

 

The top of the Sign Permit Application Review provides a summary of the application number, sign type, sign owner, application 
status and the individual entering the application. 
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The Preliminary Information section displays the answers given by the application on the Preliminary Information section of the 
application.  If any answers are incorrect, the applicant should return to that section of the application to correct the answer. 
 

 

The Owners Information section displays the information entered by the application on the Sign Owner Information and Land Owner 
Information sections of the application.  If any of the information is incorrect, the applicant should return to the appropriate section 
of the application to correct the answer. 
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The Location Information section displays the information entered by the application on the Sign Location Information section of the 
application.  If any of the information is incorrect, the applicant should return to that section of the application to correct the 
answer. 
 

 
 
The Local Regulations Information section displays the information entered by the application on the Regulations Information 
section of the application.  If any of the information is incorrect, the applicant should return to that section of the application to 
correct the answer. 
 

 

The Sign Structure Details section displays the information entered by the application on the Sign Structure section of the 
application.  If any of the information is incorrect, the applicant should return to that section of the application to correct the 
answer. 
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The Documents section displays the files uploaded by the applicant on the Documents section of the application.  If any of the files 
need to be re-uploaded, the applicant should return to that section of the application to upload the correct files. 
 

 

The Annual Fee Information section displays the annual fee for the sign permit based on the information provided throughout the 
application process.  The Rate Information link will provide details on how the annual fees are calculated. 
 

 

The buttons available to the applicant at the bottom of the Sign Permit Application Review page are Withdraw, Printable Version, 
Exit, and Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Printable Version button will 
provide the applicant with a printer-friendly version of the application.  Exit will exit the application without saving the application 
data.  Next will proceed to the next part of the application. 
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The Terms and Conditions page displays the requirements that the applicant must agree to in order to be eligible to have a sign 
permit.  The applicant must be able to select "I Agree" to each statement in order to submit their application. 
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The Submit Application page allows the applicant to choose whether or not they would like to receive paperless correspondence 
from PennDOT regarding the status of their application.  Below the consent for paperless communication is the certification that the 
sign owner must review, that states that the information they have provided on the application is true and correct. 
 

 
 
The buttons available to the applicant at the bottom of the Submit Application page are Withdraw, Submit, and Exit.  The Withdraw 
button will end the application process and the application will be withdrawn from HBMS.  If an applicant wishes to continue the 
application process, they must restart from the beginning.  The Submit button will submit the application to the appropriate 
PennDOT District OAD Manager for review.  Exit will exit the application without saving the application data. 
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After submitting the application, the applicant will receive the Submit Confirmation page.  This page notifies the applicant that their 
application was successfully submitted and they will be contacted if any further information is needed.  The Submit Confirmation 
page also provides some guidance on the next steps in the application process. 
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DIRECTIONAL SIGN APPLICATION 
 
To begin a directional sign application, click on the Directional Sign Start button seen below. Once selected, the Preliminary 
Information for Sign Application page will be displayed. 
 

 
 
During the application process, applicants will have access to a resource bar containing links that will be helpful references.  The 
following links will be provided during the application process: 
 

 
 
Act 160 – Displays Act 160 
Chapter 445 – Displays Chapter 445 of the PA Code 
PA Scenic Byways – Provides a list of PA Scenic Byways where OADs are prohibited 
Pub. 581 – Displays PennDOT's Publication regarding Highway Beautification 
Pub. 266 – Displays PennDOT's brochure on Right-of-Way Encroachment and Outdoor Advertising Sign Control 
On-line Application Instructions – Provides instructions on completing each application type 
 
During the application process, a progress bar will be displayed across the top of the page body.  The progress bar shows the 
different tabs from Preliminary to submission.  The tab that the applicant is currently on will be highlighted in green.  An applicant 
can go backwards to any tab during the application process.  However, each tab must be completed in succession because answers 
given on one tab will dictate questions that appear on subsequent tabs. 
 

 
 
  



HBMS User Guide Pennsylvania Department of Transportation 

106 

 
 
The Preliminary Information for Sign Application page contains several questions that determine whether an applicant may be 
eligible for a Directional Sign. 
 
The applicant must answer each question accordingly.  If an answer is provided that does not comply with federal and state 
regulations, a warning message will be displayed; however, HBMS does not prevent the applicant from proceeding with the 
application process. 
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The Sign Owner Information screen collects the information regarding the owner of the sign.  HBMS will first ask whether the 
applicant is the owner of the sign.  This question is asked because PennDOT personnel can enter applications on behalf of applicants 
who do not have access to HBMS.  An agent acting on behalf of their client could also enter the application. 
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The first time an applicant chooses "Yes" that they are the owner of the sign; HBMS will display all of the sign owner fields with the 
information provided during the HBMS registration process prepopulated.  On subsequent visits, these fields will not be displayed as 
HBMS will have already created the records for the sign owner information. 
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The first section of the Sign Owner Information page requires the applicant to enter the Sign Owner Name.  The Sign Owner Name 
can either be an individual owner or a business entity, but not both.  If the sign is owned by an individual, the individual user First 
Name and Last Name fields must be entered.  If the sign is owned by a business entity, the Business Name field must be entered. 
 

 
 
Once the Sign Owner is identified, the applicant must enter the Sign Owner Contact Information.  This information contains the 
standard contact information such as the first and last name of the point of contact, billing address, mailing address, phone number, 
and email address. 
 
The applicant can select the "Copy from Billing Address" feature if the Billing Address and Mailing Address are the same.  HBMS will 
copy the information into the Mailing Address fields. 
 
Note: While the Email ID field is not required, it is strongly recommended if the sign owner wishes to receive electronic 
communication from PennDOT regarding the status of their application. If approved, sign owners will also be able to receive 
electronic copies of their annual renewal applications. 
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Each sign owner will be asked if they are a Service Club or Religious Organization because these entities are subject to certain sizing 
requirements and billing procedures when applying for particular sign types. 
 

 
 
The Additional Information field is an open form text box available for the applicant to provide any additional information that is not 
provided in the fields above (i.e., additional sign owners or an additional point of contact). 
 

 
 
If the applicant answers "No" that they are not the owner of the sign, a search box will appear.  The applicant must enter at least 
three characters of the sign owners name and select the "Search" button.  
 
Note:  If an applicant is entering the application on behalf of someone else an authorization letter, from the sign owner granting 
authority to the applicant to submit the application on their behalf, must be uploaded in the document section of the application 
process. 
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HBMS will search all existing sign owner records and display any that match the search criteria provided. 
 

 
 
If the sign owner is found in the list of existing sign owners, the applicant must highlight the selection and click "Save & Next". 
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If the sign owner is not found in the search results, the applicant must check the box labeled "Check the box if not found in list".  
Checking this box will display the Sign Owner fields where the applicant can enter the sign owner information.  This will create a new 
sign owner record in HBMS. 
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The buttons available to the applicant at the bottom of the Sign Owner Information page are Withdraw, Clear, Save & Exit, Exit, and 
Save & Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Clear button will clear all data 
entered into the data fields.  Save & Exit saves the data entered prior to this tab and exits the application.  Exit will exit the 
application without saving the application data.  Save & Next will save the application data and proceed to the next part of the 
application. 
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The Land Owner Information screen collects the information regarding the owner of the land that the sign will be constructed on.  
HBMS will first ask whether the sign owner and land owner are the same. 
 

 
 
If the sign owner and land owner are the same, HBMS will not collect any additional land owner information because it will copy the 
information from the sign owner fields. 
 

 
 
HBMS will then ask if the applicant has the Tax Parcel ID information for the land where the sign will be located.  If the applicant 
selects "Yes" a search box will appear where the applicant can enter at least three digits of the Tax Parcel ID and select "Search".  
HBMS will search all existing Tax Parcel IDs and display any that match the search criteria.  If the Tax Parcel ID exists in HBMS, the 
applicant can highlight the Tax Parcel ID and select "Save & Next".  If the Tax Parcel ID is not listed in the search results, the applicant 
can check the box labeled "Check the box if not found in list" and enter the new Tax Parcel ID.  This will create a new Tax Parcel ID 
record in HBMS. 
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If the applicant indicates that the sign owner and land owner are not the same, HBMS will then ask whether the applicant has the 
Tax Parcel ID information where the sign will be located. 
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If the applicant does have the Tax Parcel ID, HBMS will collect the information as noted above. 
 

 
 
If the applicant does not have the Tax Parcel ID, HBMS will then display a search field for existing HBMS land owners.  The applicant 
will enter at least three characters and select "Search". HBMS will search all existing land owners and display any that match the 
search criteria.  If the land owner exists in HBMS, the applicant can highlight the land owner and select "Save & Next". 
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If the land owner is not listed in the search results, the applicant can check the box labeled "Check the box if not found in list".  
Checking this box will display the Land Owner fields where the applicant can enter the land owner information.  This will create a 
new land owner record in HBMS. 
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The first section of the Land Owner Information page requires the applicant to enter the Land Owner Name.  The Land Owner Name 
can either be an individual owner or a business entity, but not both.  If the land is owned by an individual, the individual user First 
Name and Last Name fields must be entered.  If the land is owned by a business entity, the Business Name field must be entered. 
 

 
 
Once the Land Owner is identified, the applicant must enter the Land Owner Contact Information.  This information contains the 
standard contact information such as the first and last name of the point of contact, permanent address, mailing address, phone 
number, and email address. 
 
The applicant can select the "Copy from Permanent Address" feature if the Permanent Address and Mailing Address are the same.  
HBMS will copy the information into the Permanent Address fields. 
 
Note:  While the Email ID field is not required, it is strongly recommended if the land owner wishes to receive electronic 
communication from PennDOT regarding the status of the permitted device located on their property. 
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The Additional Information field is an open form text box available for the applicant to provide any additional information that is not 
provided in the fields above (i.e., additional land owners or an additional point of contact). 
 

 
 
The buttons available to the applicant at the bottom of the Land Owner Information page are Withdraw, Clear, Save & Exit, Exit, and 
Save & Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Clear button will clear all data 
entered into the data fields.  Save & Exit saves the data entered prior to this tab and exits the application.  Exit will exit the 
application without saving the application data.  Save & Next will save the application data and proceed to the next part of the 
application. 
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The Sign Location Information screen collects the information regarding the location where the sign will be constructed.  After 
selecting the appropriate County, HBMS will provide a drop down list of municipalities that exist within the selected county.  After 
selecting the appropriate Municipality, HBMS will provide a drop down list of the Interstates and State Routes that existing with the 
selected municipality.  The list of Interstates and State Routes is provided by PennDOT's Roadway Management System.  If the route 
that the sign is to be located next to is not included on the list of Interstates and State Routes, the applicant must choose "Other".  If 
"Other" is chosen, a field will appear for the applicant to list the name of the adjacent route. 
 

 
 
HBMS will then ask whether the sign will be visible from other state routes.  If the answer is "No" the applicant can proceed to 
complete the rest of the fields on the Sign Location Information screen. 
 

 
 
If the answer is "Yes", HBMS will display a list of state routes.  The applicant should choose which additional state routes the sign is 
visible from.  If the other state route is not listed, the applicant must select "Other".  Once "Other" is selected, a field will appear for 
the applicant to list the name of the other state routes. 
 
Note:  To choose multiple state routes, hold the Control key and select the routes that apply. 
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The next fields on the Sign Location Information screen collect information regarding the right-of-way where the sign will be located.  
The applicant must verify the highway right-of-way width with the appropriate PennDOT Engineering District.  The applicant must 
also contact the PennDOT Engineering District to obtain a highway right-of-way plan for the sign site location. 
 

 
 
The remaining fields collect data regarding the sign site in relation to the interchange or intersection, route segment or mile maker, 
and also any landmarks that help identify the exact location of the sign. 
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The buttons available to the applicant at the bottom of the Sign Location Information page are Withdraw, Clear, Save & Exit, Exit, 
and Save & Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Clear button will clear all data 
entered into the data fields.  Save & Exit saves the data entered prior to this tab and exits the application.  Exit will exit the 
application without saving the application data.  Save & Next will save the application data and proceed to the next part of the 
application. 
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The Regulations Information screen collects the information regarding the local ordinances or regulations of the municipality or 
county where the sign will be constructed. 
 

 
 
The first question asks whether or not the municipality or county has a sign ordinance or regulations. 
 

 
 
If the applicant selects "Yes", HBMS will ask whether or not the sign will conform to those sign ordinances or regulations. 
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If the applicant selects "Yes", they will be required to upload a copy of the sign ordinance or letter from the municipality confirming 
that the sign confirms to their ordinances in the documents section.  HBMS will then ask if the municipality or county require the 
application for and issuance of a permit for the erection of a sign.  If the applicant selects "Yes", they will be required to upload a 
copy of the local permit for the proposed sign in the documents section. 
 

 
 
After answering the questions regarding the local municipality or county regulations, the applicant must complete the Municipality 
Zoning Officer details or the County Zoning Officer details.  The details for both individuals can be entered, but only one is required. 
 

 
 
The buttons available to the applicant at the bottom of the Regulations Information page are Withdraw, Clear, Save & Exit, Exit, and 
Save & Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Clear button will clear all data 
entered into the data fields.  Save & Exit saves the data entered prior to this tab and exits the application.  Exit will exit the 
application without saving the application data.  Save & Next will save the application data and proceed to the next part of the 
application. 
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The Sign Structure screen collects the information regarding the sign structure.  The applicant will be asked to enter the number of 
sign faces. 
 

 
 
HBMS will display fields to be entered for each sign face.  The applicant will enter the size of the sign face along with the material 
type and whether or not the face has lighting that shines on it.  In addition to the sign face details, the applicant must answer 
whether or not any sign face will contain, include or be illuminated by one or more flashing, intermittent or moving light.  If the 
applicant selects "Yes", the message content of that sign face must be entered.  If applicant selects "No", the Message Content fields 
will disappear. 
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The buttons available to the applicant at the bottom of the Sign Structure page are Withdraw, Clear, Save & Exit, Exit, and Save & 
Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an applicant 
wishes to continue the application process, they must restart from the beginning.  The Clear button will clear all data entered into 
the data fields.  Save & Exit saves the data entered prior to this tab and exits the application.  Exit will exit the application without 
saving the application data.  Save & Next will save the application data and proceed to the next part of the application. 
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The Documents page is where the applicant will upload all of the necessary attachments to their application.  The documents that 

are required by the answers given during the application process are marked with a *.  There are other documents listed that can 
be uploaded but are not required.  In order to upload a document the applicant must provide a description of the document and 
click "Browse" to select the appropriate file on their computer. After all files are ready to upload, click Upload All Documents. An 
applicant can see a description of the Document Type by clicking on the Document Type Links provided on the left. 
 
Note:  Click on the browse button to locate a document on your computer to upload. You can load more than one at a time. After all 

documents have been located, click  
 
Note:  Max file size is 10 MBs, max file name is 50 characters, and supported file types are: pdf, doc, docx, xls, xlsx, jpg, jpeg, txt, 
wav, msg, mp4, mov, mp3 
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The buttons available to the applicant at the bottom of the Documents page are Withdraw, Exit, and Next.  The Withdraw button 
will end the application process and the application will be withdrawn from HBMS.  If an applicant wishes to continue the application 
process, they must restart from the beginning.  Exit will exit the application without saving the application data.  Next will proceed to 
the next part of the application. 
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The Sign Permit Application Review page allows the applicant to review all of the data that has been entered throughout the 
application process.  The applicant can view all information by clicking the "Expand All" button. 
 

 
 
The top of the Sign Permit Application Review provides a summary of the application number, sign type, sign owner, application 
status and the individual entering the application. 
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The Preliminary Information section displays the answers given by the application on the Preliminary Information section of the 
application.  If any answers are incorrect, the applicant should return to that section of the application to correct the answer. 
 

 
 
The Owners Information section displays the information entered by the application on the Sign Owner Information and Land Owner 
Information sections of the application.  If any of the information is incorrect, the applicant should return to the appropriate section 
of the application to correct the answer. 
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The Location Information section displays the information entered by the application on the Sign Location Information section of the 
application.  If any of the information is incorrect, the applicant should return to that section of the application to correct the 
answer. 
 

 
 
The Local Regulations Information section displays the information entered by the application on the Regulations Information 
section of the application.  If any of the information is incorrect, the applicant should return to that section of the application to 
correct the answer. 
 

 
 
The Sign Structure Details section displays the information entered by the application on the Sign Structure section of the 
application.  If any of the information is incorrect, the applicant should return to that section of the application to correct the 
answer. 
 

 
 
The Documents section displays the files uploaded by the applicant on the Documents section of the application.  If any of the files 
need to be re-uploaded, the applicant should return to that section of the application to upload the correct files. 
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The Annual Fee Information section displays the annual fee for the sign permit based on the information provided throughout the 
application process.  The Rate Information link will provide details on how the annual fees are calculated. 
 

 
 
The buttons available to the applicant at the bottom of the Sign Permit Application Review page are Withdraw, Printable Version, 
Exit, and Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Printable Version button will 
provide the applicant with a printer-friendly version of the application.  Exit will exit the application without saving the application 
data.  Next will proceed to the next part of the application. 
 

 
  



HBMS User Guide Pennsylvania Department of Transportation 

135 

 
 
The Terms and Conditions page displays the requirements that the applicant must agree to in order to be eligible to have a sign 
permit.  The applicant must be able to select "I Agree" to each statement in order to submit their application. 
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The buttons available to the applicant at the bottom of the Sign Permit Application Review page are Withdraw, Exit, and Next.  The 
Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an applicant wishes to 
continue the application process, they must restart from the beginning.  Exit will exit the application without saving the application 
data.  Next will proceed to the next part of the application. 
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The Submit Application page allows the applicant to choose whether or not they would like to receive paperless correspondence 
from PennDOT regarding the status of their application.  Below the consent for paperless communication is the certification that the 
sign owner must review, that states that the information they have provided on the application is true and correct. 
 

 
 
The buttons available to the applicant at the bottom of the Submit Application page are Withdraw, Submit, and Exit.  The Withdraw 
button will end the application process and the application will be withdrawn from HBMS.  If an applicant wishes to continue the 
application process, they must restart from the beginning.  The Submit button will submit the application to the appropriate 
PennDOT District OAD Manager for review.  Exit will exit the application without saving the application data. 
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After submitting the application, the applicant will receive the Submit Confirmation page.  This page notifies the applicant that their 
application was successfully submitted and they will be contacted if any further information is needed.  The Submit Confirmation 
page also provides some guidance on the next steps in the application process. 
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PUBLIC SERVICE SIGN APPLICATION 
 
To begin a public service sign application, click on the Public Service Sign Start button seen below. Once selected, the Preliminary 
Information for Sign Application page will be displayed. 
 

 
 
During the application process, applicants will have access to a resource bar containing links that will be helpful references. The 
following links will be provided during the application process: 
 

 
 
Act 160 – Displays Act 160 
Chapter 445 – Displays Chapter 445 of the PA Code 
PA Scenic Byways – Provides a list of PA Scenic Byways where OADs are prohibited 
Pub. 581 – Displays PennDOT's Publication regarding Highway Beautification 
Pub. 266 – Displays PennDOT's brochure on Right-of-Way Encroachment and Outdoor Advertising Sign Control 
On-line Application Instructions – Provides instructions on completing each application type 
 
During the application process, a progress bar will be displayed across the top of the page body.  The progress bar shows the 
different tabs from Preliminary to submission.  The tab that the applicant is currently on will be highlighted in green.  An applicant 
can go backwards to any tab during the application process.  However, each tab must be completed in succession because answers 
given on one tab will dictate questions that appear on subsequent tabs. 
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The Preliminary Information for Sign Application page contains several questions that determine whether an applicant may be 
eligible for a Public Service Sign. 
 
The applicant must answer each question accordingly.  If an answer is provided that does not comply with federal and state 
regulations, a warning message will be displayed; however, HBMS does not prevent the applicant from proceeding with the 
application process. 
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The Sign Owner Information screen collects the information regarding the owner of the sign.  HBMS will first ask whether the 
applicant is the owner of the sign.  This question is asked because PennDOT personnel can enter applications on behalf of applicants 
who do not have access to HBMS.  An agent acting on behalf of their client could also enter the application. 
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The first time an applicant chooses "Yes" that they are the owner of the sign; HBMS will display all of the sign owner fields with the 
information provided during the HBMS registration process prepopulated.  On subsequent visits, these fields will not be displayed as 
HBMS will have already created the records for the sign owner information. 
 

  



HBMS User Guide Pennsylvania Department of Transportation 

143 

The first section of the Sign Owner Information page requires the applicant to enter the Sign Owner Name.  The Sign Owner Name 
can either be an individual owner or a business entity, but not both.  If the sign is owned by an individual, the individual user First 
Name and Last Name fields must be entered.  If the sign is owned by a business entity, the Business Name field must be entered. 
 

 
 
Once the Sign Owner is identified, the applicant must enter the Sign Owner Contact Information.  This information contains the 
standard contact information such as the first and last name of the point of contact, billing address, mailing address, phone number, 
and email address. 
 
The applicant can select the "Copy from Billing Address" feature if the Billing Address and Mailing Address are the same.  HBMS will 
copy the information into the Mailing Address fields. 
 
Note:  While the Email ID field is not required, it is strongly recommended if the sign owner wishes to receive electronic 
communication from PennDOT regarding the status of their application.  If approved, sign owners will also be able to receive 
electronic copies of their annual renewal applications. 
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Each sign owner will be asked if they are a Service Club or Religious Organization.  This is asked because these entities are subject to 
certain sizing requirements and billing procedures when applying for particular sign types. 
 

 
 
The Additional Information field is an open form text box available for the applicant to provide any additional information that is not 
provided in the fields above (i.e., additional sign owners or an additional point of contact). 
 

 
 
If the applicant answers "No" that they are not the owner of the sign, a search box will appear.  The applicant must enter at least 
three characters of the sign owners name and select the "Search" button.  
 
Note:  If an applicant is entering the application on behalf of someone else an authorization letter, from the sign owner granting 
authority to the applicant to submit the application on their behalf, must be uploaded in the document section of the application 
process. 
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HBMS will search all existing sign owner records and display any that match the search criteria provided. 
 

 
 
If the sign owner is found in the list of existing sign owners, the applicant must highlight the selection and click "Save & Next". 
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If the sign owner is not found in the search results, the applicant must check the box labeled "Check the box if not found in list".  
Checking this box will display the Sign Owner fields where the applicant can enter the sign owner information.  This will create a new 
sign owner record in HBMS. 
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The buttons available to the applicant at the bottom of the Sign Owner Information page are Withdraw, Clear, Save & Exit, Exit, and 
Save & Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Clear button will clear all data 
entered into the data fields.  Save & Exit saves the data entered prior to this tab and exits the application.  Exit will exit the 
application without saving the application data.  Save & Next will save the application data and proceed to the next part of the 
application. 
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The Land Owner Information screen collects the information regarding the owner of the land that the sign will be constructed on.  
HBMS will first ask whether the sign owner and land owner are the same. 
 

 
 
If the sign owner and land owner are the same, HBMS will not collect any additional land owner information because it will copy the 
information from the sign owner fields. 
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HBMS will then ask if the applicant has the Tax Parcel ID information for the land where the sign will be located.  If the applicant 
selects "Yes", a search box will appear where the applicant can enter at least three digits of the Tax Parcel ID and select "Search".  
HBMS will search all existing Tax Parcel IDs and display any that match the search criteria.  If the Tax Parcel ID exists in HBMS, the 
applicant can highlight the Tax Parcel ID and select "Save & Next".  If the Tax Parcel ID is not listed in the search results, the applicant 
can check the box labeled "Check the box if not found in list" and enter the new Tax Parcel ID.  This will create a new Tax Parcel ID 
record in HBMS. 
 

 
 
If the applicant indicates that the sign owner and land owner are not the same, HBMS will then ask whether the applicant has the 
Tax Parcel ID information where the sign will be located. 
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If the applicant does have the Tax Parcel ID, HBMS will collect the information as noted above. 
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If the applicant does not have the Tax Parcel ID, HBMS will then display a search field for existing HBMS land owners.  The applicant 
will enter at least three characters and select "Search". HBMS will search all existing land owners and display any that match the 
search criteria.  If the land owner exists in HBMS, the applicant can highlight the land owner and select "Save & Next". 
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If the land owner is not listed in the search results, the applicant can check the box labeled "Check the box if not found".  Checking 
this box will display the Land Owner fields where the applicant can enter the land owner information.  This will create a new land 
owner record in HBMS. 
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The first section of the Land Owner Information page requires the applicant to enter the Land Owner Name.  The Land Owner Name 
can either be an individual owner or a business entity, but not both.  If the land is owned by an individual, the individual user First 
Name and Last Name fields must be entered.  If the land is owned by a business entity, the Business Name field must be entered. 
 

 
 
Once the Land Owner is identified, the applicant must enter the Land Owner Contact Information.  This information contains the 
standard contact information such as the first and last name of the point of contact, permanent address, mailing address, phone 
number, and email address. 
 
The applicant can select the "Copy from Permanent Address" feature if the Permanent Address and Mailing Address are the same.  
HBMS will copy the information into the Permanent Address fields. 
 
Note:  While the Email ID field is not required, it is strongly recommended if the land owner wishes to receive electronic 
communication from PennDOT regarding the status of the permitted device located on their property. 
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The Additional Information field is an open form text box available for the applicant to provide any additional information that is not 
provided in the fields above (i.e., additional land owners or an additional point of contact). 
 

 
 
The buttons available to the applicant at the bottom of the Land Owner Information page are Withdraw, Clear, Save & Exit, Exit, and 
Save & Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Clear button will clear all data 
entered into the data fields.  Save & Exit saves the data entered prior to this tab and exits the application.  Exit will exit the 
application without saving the application data.  Save & Next will save the application data and proceed to the next part of the 
application. 
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The Sign Location Information screen collects the information regarding the location where the sign will be constructed.  After 
selecting the appropriate County, HBMS will provide a drop down list of municipalities that exist within the selected county.  After 
selecting the appropriate Municipality, HBMS will provide a drop down list of the Interstates and State Routes that existing with the 
selected municipality.  The list of Interstates and State Routes is provided by PennDOT's Roadway Management System.  If the route 
that the sign is to be located next to is not included on the list of Interstates and State Routes, the applicant must choose "Other".  If 
"Other" is chosen, a field will appear for the applicant to list the name of the adjacent route. 
 

 
 
HBMS will then ask whether the sign will be visible from other state routes.  If the answer is "No" the applicant can proceed to 
complete the rest of the fields on the Sign Location Information screen. 
 

 
 
If the answer is "Yes", HBMS will display a list of state routes.  The applicant should choose which additional state routes the sign is 
visible from.  If the other state route is not listed, the applicant must select "Other".  Once "Other" is selected, a field will appear for 
the applicant to list the name of the other state routes. 
 
Note:  To choose multiple state routes, hold the Control key and select the routes that apply. 
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The next fields on the Sign Location Information screen collect information regarding the right-of-way where the sign will be located.  
The applicant must verify the highway right-of-way width with the appropriate PennDOT Engineering District.  The applicant must 
also contact the PennDOT Engineering District to obtain a highway right-of-way plan for the sign site location. 
 

 
 
The remaining fields collect data regarding the sign site in relation to the interchange or intersection, route segment or mile maker, 
and also any landmarks that help identify the exact location of the sign. 
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A Public Service sign must be located on school bus shelters that is approved by the School District and is located at an approved bus 
stop.  The last remaining fields on the Sing Location Information screen collect information regarding the School District where the 
Public Service sign will be located. 
 

 
 
The buttons available to the applicant at the bottom of the Sign Location Information page are Withdraw, Clear, Save & Exit, Exit, 
and Save & Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Clear button will clear all data 
entered into the data fields.  Save & Exit saves the data entered prior to this tab and exits the application.  Exit will exit the 
application without saving the application data.  Save & Next will save the application data and proceed to the next part of the 
application. 
 

  



HBMS User Guide Pennsylvania Department of Transportation 

158 

 
 
The Regulations Information screen collects the information regarding the local ordinances or regulations of the municipality or 
county where the sign will be constructed. 
 

 
 
The first question asks whether or not the municipality or county has a sign ordinance or regulations. 
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If the applicant selects "Yes", HBMS will ask whether or not the sign will conform to those sign ordinances or regulations. 
 

 
 
If the applicant selects "Yes", they will be required to upload a copy of the sign ordinance or letter from the municipality confirming 
that the sign confirms to their ordinances in the documents section.  HBMS will then ask if the municipality or county require the 
application for and issuance of a permit for the erection of a sign.  If the applicant selects "Yes", they will be required to upload a 
copy of the local permit for the proposed sign in the documents section. 
 

 
 
After answering the questions regarding the local municipality or county regulations, the applicant must complete the Municipality 
Zoning Officer details or the County Zoning Officer details.  The details for both individuals can be entered, but only one is required. 
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The buttons available to the applicant at the bottom of the Regulations Information page are Withdraw, Clear, Save & Exit, Exit, and 
Save & Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Clear button will clear all data 
entered into the data fields.  Save & Exit saves the data entered prior to this tab and exits the application.  Exit will exit the 
application without saving the application data.  Save & Next will save the application data and proceed to the next part of the 
application. 
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The Sign Structure screen collects the information regarding the sign structure.  The applicant will be asked to enter the number of 
sign faces. 
 

 
 
HBMS will display fields to be entered for each sign face.  The applicant will enter the size of the sign face along with the material 
type and whether or not the face has lighting that shines on it.  In addition to the sign face details, the applicant must answer 
whether or not any sign face will contain, include or be illuminated by one or more flashing, intermittent or moving light. 
 

 
 
The buttons available to the applicant at the bottom of the Sign Structure page are Withdraw, Clear, Save & Exit, Exit, and Save & 
Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an applicant 
wishes to continue the application process, they must restart from the beginning.  The Clear button will clear all data entered into 
the data fields.  Save & Exit saves the data entered prior to this tab and exits the application.  Exit will exit the application without 
saving the application data.  Save & Next will save the application data and proceed to the next part of the application. 
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The Documents page is where the applicant will upload all of the necessary attachments to their application.  The documents that 

are required by the answers given during the application process are marked with a *.  There are other documents listed that can 
be uploaded but are not required.  In order to upload a document the applicant must provide a description of the document and 
click "Browse" to select the appropriate file on their computer. After all files are ready to upload, click Upload All Documents. An 
applicant can see a description of the Document Type by clicking on the Document Type Links provided on the left. 
 
Note:  Click on the browse button to locate a document on your computer to upload. You can load more than one at a time. After all 

documents have been located, click  
 
Note:  Max file size is 10 MBs, total upload size is 10 MBs, max file name is 50 characters, and supported file types are: pdf, doc, 
docx, xls, xlsx, jpg, jpeg, txt, wav, msg, mp4, mov, mp3 
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The buttons available to the applicant at the bottom of the Documents page are Withdraw, Exit, and Next.  The Withdraw button 
will end the application process and the application will be withdrawn from HBMS.  If an applicant wishes to continue the application 
process, they must restart from the beginning.  Exit will exit the application without saving the application data.  Next will proceed to 
the next part of the application. 
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The Sign Permit Application Review page allows the applicant to review all of the data that has been entered throughout the 
application process.  The applicant can view all information by clicking the "Expand All" button. 
 

 
 
The top of the Sign Permit Application Review provides a summary of the application number, sign type, sign owner, application 
status and the individual entering the application. 
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The Preliminary Information section displays the answers given by the application on the Preliminary Information section of the 
application.  If any answers are incorrect, the applicant should return to that section of the application to correct the answer. 
 

 
 
The Owners Information section displays the information entered by the application on the Sign Owner Information and Land Owner 
Information sections of the application.  If any of the information is incorrect, the applicant should return to the appropriate section 
of the application to correct the answer. 
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The Location Information section displays the information entered by the application on the Sign Location Information section of the 
application.  If any of the information is incorrect, the applicant should return to that section of the application to correct the 
answer. 
 

 
 
The Local Regulations Information section displays the information entered by the application on the Regulations Information 
section of the application.  If any of the information is incorrect, the applicant should return to that section of the application to 
correct the answer. 
 

 
 
The Sign Structure Details section displays the information entered by the application on the Sign Structure section of the 
application.  If any of the information is incorrect, the applicant should return to that section of the application to correct the 
answer. 
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The Documents section displays the files uploaded by the applicant on the Documents section of the application.  If any of the files 
need to be re-uploaded, the applicant should return to that section of the application to upload the correct files. 
 

 
 
The Annual Fee Information section displays the annual fee for the sign permit based on the information provided throughout the 
application process.  The Rate Information link will provide details on how the annual fees are calculated. 
 

 
 
The buttons available to the applicant at the bottom of the Sign Permit Application Review page are Withdraw, Printable Version, 
Exit, and Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Printable Version button will 
provide the applicant with a printer-friendly version of the application.  Exit will exit the application without saving the application 
data.  Next will proceed to the next part of the application. 
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The Terms and Conditions page displays the requirements that the applicant must agree to in order to be eligible to have a sign 
permit.  The applicant must be able to select "I Agree" to each statement in order to submit their application. 
 

 
 



HBMS User Guide Pennsylvania Department of Transportation 

169 

The buttons available to the applicant at the bottom of the Sign Permit Application Review page are Withdraw, Exit, and Next.  The 
Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an applicant wishes to 
continue the application process, they must restart from the beginning.  Exit will exit the application without saving the application 
data.  Next will proceed to the next part of the application. 
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The Submit Application page allows the applicant to choose whether or not they would like to receive paperless correspondence 
from PennDOT regarding the status of their application.  Below the consent for paperless communication is the certification that the 
sign owner must review, that states that the information they have provided on the application is true and correct. 
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The buttons available to the applicant at the bottom of the Submit Application page are Withdraw, Submit, and Exit.  The Withdraw 
button will end the application process and the application will be withdrawn from HBMS.  If an applicant wishes to continue the 
application process, they must restart from the beginning.  The Submit button will submit the application to the appropriate 
PennDOT District OAD Manager for review.  Exit will exit the application without saving the application data. 
 

 
 
After submitting the application, the applicant will receive the Submit Confirmation page.  This page notifies the applicant that their 
application was successfully submitted and they will be contacted if any further information is needed.  The Submit Confirmation 
page also provides some guidance on the next steps in the application process. 
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OFFICIAL SIGN/NOTICE 
 
To begin an official sign/notice application, click on the Official Sign/Notice Start button seen below.  Once selected, the Preliminary 
Information for Sign Application page will be displayed. 
 

 

During the application process, applicants will have access to a resource bar containing links that will be helpful references.  The 
following links will be provided during the application process: 
 

 
 
Act 160 – Displays Act 160 
Chapter 445 – Displays Chapter 445 of the PA Code 
PA Scenic Byways – Provides a list of PA Scenic Byways where OADs are prohibited 
Pub. 581 – Displays PennDOT's Publication regarding Highway Beautification 
Pub. 266 – Displays PennDOT's brochure on Right-of-Way Encroachment and Outdoor Advertising Sign Control 
On-line Application Instructions – Provides instructions on completing each application type 
 
During the application process, a progress bar will be displayed across the top of the page body.  The progress bar shows the 
different tabs from Preliminary to submission.  The tab that the applicant is currently on will be highlighted in green.  An applicant 
can go backwards to any tab during the application process.  However, each tab must be completed in succession because answers 
given on one tab will dictate questions that appear on subsequent tabs. 
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The Preliminary Information for Sign Application page contains several questions that determine whether an applicant may be 
eligible for an Official Sign/Notice. 
 
The applicant must answer each question accordingly.  If an answer is provided that does not comply with federal and state 
regulations, a warning message will be displayed; however, HBMS does not prevent the applicant from proceeding with the 
application process. 
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The Sign Owner Information screen collects the information regarding the owner of the sign.  HBMS will first ask whether the 
applicant is the owner of the sign.  This question is asked because PennDOT personnel can enter applications on behalf of applicants 
who do not have access to HBMS.  An agent acting on behalf of their client could also enter the application. 
 

 

The buttons available to the applicant at the bottom of the Land Owner Information page are Withdraw, Clear, Save & Exit, Exit, and 
Save & Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Clear button will clear all data 
entered into the data fields.  Save & Exit saves the data entered prior to this tab and exits the application.  Exit will exit the 
application without saving the application data.  Save & Next will save the application data and proceed to the next part of the 
application. 
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The Land Owner Information screen collects the information regarding the owner of the land that the sign will be constructed on.  
HBMS will first ask whether the sign owner and land owner are the same. 
 

 
 
If the sign owner and land owner are the same, HBMS will not collect any additional land owner information because it will copy the 
information from the sign owner fields. 
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HBMS will then ask if the applicant has the Tax Parcel ID information for the land where the sign will be located.  If the applicant 
selects "Yes", a search box will appear where the applicant can enter at least three digits of the Tax Parcel ID and select "Search".  
HBMS will search all existing Tax Parcel IDs and display any that match the search criteria.  If the Tax Parcel ID exists in HBMS, the 
applicant can highlight the Tax Parcel ID and select "Save & Next".  If the Tax Parcel ID is not listed in the search results, the applicant 
can check the box labeled "Check the box if not found in list" and enter the new Tax Parcel ID.  This will create a new Tax Parcel ID 
record in HBMS. 
 

 
 
If the applicant indicates that the sign owner and land owner are not the same, HBMS will then ask whether the applicant has the 
Tax Parcel ID information where the sign will be located. 
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The buttons available to the applicant at the bottom of the Land Owner Information page are Withdraw, Clear, Save & Exit, Exit, and 
Save & Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Clear button will clear all data 
entered into the data fields.  Save & Exit saves the data entered prior to this tab and exits the application.  Exit will exit the 
application without saving the application data.  Save & Next will save the application data and proceed to the next part of the 
application. 
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The Sign Location Information screen collects the information regarding the location where the sign will be constructed.  After 
selecting the appropriate County, HBMS will provide a drop down list of municipalities that exist within the selected county.  After 
selecting the appropriate Municipality, HBMS will provide a drop down list of the Interstates and State Routes that existing with the 
selected municipality.  The list of Interstates and State Routes is provided by PennDOT's Roadway Management System.  If the route 
that the sign is to be located next to is not included on the list of Interstates and State Routes, the applicant must choose "Other".  If 
"Other" is chosen, a field will appear for the applicant to list the name of the adjacent route. 
 

 
 
HBMS will then ask whether the sign will be visible from other state routes.  If the answer is "No" the applicant can proceed to 
complete the rest of the fields on the Sign Location Information screen. 
 

 
 
If the answer is "Yes", HBMS will display a list of state routes.  The applicant should choose which additional state routes the sign is 
visible from.  If the other state route is not listed, the applicant must select "Other".  Once "Other" is selected, a field will appear for 
the applicant to list the name of the other state routes. 
 
Note:  To choose multiple state routes, hold the Control key and select the routes that apply. 
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The next fields on the Sign Location Information screen collect information regarding the right-of-way where the sign will be located.  
The applicant must verify the highway right-of-way width with the appropriate PennDOT Engineering District.  The applicant must 
also contact the PennDOT Engineering District to obtain a highway right-of-way plan for the sign site location. 
 

 
 
The remaining fields collect data regarding the sign site in relation to the interchange or intersection, route segment or mile maker, 
and also any landmarks that help identify the exact location of the sign. 
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The buttons available to the applicant at the bottom of the Sign Location Information page are Withdraw, Clear, Save & Exit, Exit, 
and Save & Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Clear button will clear all data 
entered into the data fields.  Save & Exit saves the data entered prior to this tab and exits the application.  Exit will exit the 
application without saving the application data.  Save & Next will save the application data and proceed to the next part of the 
application. 
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The Regulations Information screen collects the information regarding the local ordinances or regulations of the municipality or 
county where the sign will be constructed. 
 

 
 
The first question asks whether or not the municipality or county has a sign ordinance or regulations. 
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If the applicant selects "Yes", HBMS will ask whether or not the sign will conform to those sign ordinances or regulations. 
 

 
 
If the applicant selects "Yes", they will be required to upload a copy of the sign ordinance or letter from the municipality confirming 
that the sign confirms to their ordinances in the documents section.  HBMS will then ask if the municipality or county require the 
application for and issuance of a permit for the erection of a sign.  If the applicant selects "Yes", they will be required to upload a 
copy of the local permit for the proposed sign in the documents section. 
 

 
 
After answering the questions regarding the local municipality or county regulations, the applicant must complete the Municipality 
Zoning Officer details or the County Zoning Officer details.  The details for both individuals can be entered, but only one is required. 
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The buttons available to the applicant at the bottom of the Regulations Information page are Withdraw, Clear, Save & Exit, Exit, and 
Save & Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Clear button will clear all data 
entered into the data fields.  Save & Exit saves the data entered prior to this tab and exits the application.  Exit will exit the 
application without saving the application data.  Save & Next will save the application data and proceed to the next part of the 
application. 
 

  



HBMS User Guide Pennsylvania Department of Transportation 

184 

 

The Sign Structure screen collects the information regarding the sign structure.  The applicant will be asked to enter the number of 
sign faces. 
 

 
 
HBMS will display fields to be entered for each sign face.  The applicant will enter the size of the sign face along with the material 
type and whether or not the face has lighting that shines on it.  In addition to the sign face details, the applicant must answer 
whether or not any sign face will contain, include or be illuminated by one or more flashing, intermittent or moving light. 
 

 
 
The buttons available to the applicant at the bottom of the Sign Structure page are Withdraw, Clear, Save & Exit, Exit, and Save & 
Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an applicant 
wishes to continue the application process, they must restart from the beginning.  The Clear button will clear all data entered into 
the data fields.  Save & Exit saves the data entered prior to this tab and exits the application.  Exit will exit the application without 
saving the application data.  Save & Next will save the application data and proceed to the next part of the application. 
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The Documents page is where the applicant will upload all of the necessary attachments to their application.  The documents that 

are required by the answers given during the application process are marked with a *.  There are other documents listed that can 
be uploaded but are not required.  In order to upload a document the applicant must provide a description of the document and 
click "Browse" to select the appropriate file on their computer. After all files are ready to upload, click Upload All Documents. An 
applicant can see a description of the Document Type by clicking on the Document Type Links provided on the left. 
 
Note:  Click on the browse button to locate a document on your computer to upload. You can load more than one at a time. After all 

documents have been located, click  
 
Note:  Max file size is 10 MBs, total upload size is 10 MBs, max file name is 50 characters, and supported file types are: pdf, doc, 
docx, xls, xlsx, jpg, jpeg, txt, wav, msg, mp4, mov, mp3 
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The buttons available to the applicant at the bottom of the Land Owner Information page are Withdraw, Clear, Save & Exit, Exit, and 
Save & Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Clear button will clear all data 
entered into the data fields.  Save & Exit saves the data entered prior to this tab and exits the application.  Exit will exit the 
application without saving the application data.  Save & Next will save the application data and proceed to the next part of the 
application. 
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The Sign Permit Application Review page allows the applicant to review all of the data that has been entered throughout the 
application process.  The applicant can view all information by clicking the "Expand All" button. 
 

 

The top of the Sign Permit Application Review provides a summary of the application number, sign type, sign owner, application 
status and the individual entering the application. 
 

  



HBMS User Guide Pennsylvania Department of Transportation 

189 

The Preliminary Information section displays the answers given by the application on the Preliminary Information section of the 
application.  If any answers are incorrect, the applicant should return to that section of the application to correct the answer. 
 

 

The Owners Information section displays the information entered by the application on the Sign Owner Information and Land Owner 
Information sections of the application.  If any of the information is incorrect, the applicant should return to the appropriate section 
of the application to correct the answer. 
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The Location Information section displays the information entered by the application on the Sign Location Information section of the 
application.  If any of the information is incorrect, the applicant should return to that section of the application to correct the 
answer. 
 

 

The Local Regulations Information section displays the information entered by the application on the Regulations Information 
section of the application.  If any of the information is incorrect, the applicant should return to that section of the application to 
correct the answer. 
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The Sign Structure Details section displays the information entered by the application on the Sign Structure section of the 
application.  If any of the information is incorrect, the applicant should return to that section of the application to correct the 
answer. 
 

 

The Documents section displays the files uploaded by the applicant on the Documents section of the application.  If any of the files 
need to be re-uploaded, the applicant should return to that section of the application to upload the correct files. 
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The Annual Fee Information section displays the annual fee for the sign permit based on the information provided throughout the 
application process.  The Rate Information link will provide details on how the annual fees are calculated. 
 
 

 
 
The buttons available to the applicant at the bottom of the Sign Permit Application Review page are Withdraw, Printable Version, 
Exit, and Next.  The Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an 
applicant wishes to continue the application process, they must restart from the beginning.  The Printable Version button will 
provide the applicant with a printer-friendly version of the application.  Exit will exit the application without saving the application 
data.  Next will proceed to the next part of the application. 
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The Terms and Conditions page displays the requirements that the applicant must agree to in order to be eligible to have a sign 
permit.  The applicant must be able to select "I Agree" to each statement in order to submit their application. 
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The buttons available to the applicant at the bottom of the Sign Permit Application Review page are Withdraw, Exit, and Next.  The 
Withdraw button will end the application process and the application will be withdrawn from HBMS.  If an applicant wishes to 
continue the application process, they must restart from the beginning.  Exit will exit the application without saving the application 
data.  Next will proceed to the next part of the application. 
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The Submit Application page allows the applicant to choose whether or not they would like to receive paperless correspondence 
from PennDOT regarding the status of their application.  Below the consent for paperless communication is the certification that the 
sign owner must review, that states that the information they have provided on the application is true and correct. 
 

 
 
  



HBMS User Guide Pennsylvania Department of Transportation 

196 

The buttons available to the applicant at the bottom of the Submit Application page are Withdraw, Submit, and Exit.  The Withdraw 
button will end the application process and the application will be withdrawn from HBMS.  If an applicant wishes to continue the 
application process, they must restart from the beginning.  The Submit button will submit the application to the appropriate 
PennDOT District OAD Manager for review.  Exit will exit the application without saving the application data. 
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After submitting the application, the applicant will receive the Submit Confirmation page. This page notifies the applicant that their 
application was successfully submitted and they will be contacted if any further information is needed.  The Submit Confirmation 
page also provides some guidance on the next steps in the application process. 
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SIGN INFO CHANGE APPLICATION 
 
If a sign owner would like to make changes to a sign or update information pertaining to the sign, a Sign Information Change 
application must be submitted.  A Sign Information Change application must be submitted to change the following information: 
 
Sign Structural Changes – If any structural changes are made such as increasing or decreasing the number of sign faces, increasing or 
decreasing the height of the sign, adding or removing lighting, or changing the material of the sign faces or uprights.  Note: if 
approved, sign structural changes will reset the permit application renewal month and will require payment of the annual fee. 
 
Sign Ownership Change – Transfers ownership of the sign permit to a new individual or entity. 
 
Land Ownership Change – Changes the land ownership on record for the permit.  This option must be used if the land ownership has 
transferred to a different individual or entity. 
 
Tax Parcel ID Update – Updates the tax parcel information on record for the permit. 
 
Update Other Sign Information – Updates information related to the sign permit that is not associated with sign and land ownership 
or the tax parcel information. 
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When an applicant chooses to apply for a Sign Information Change application the first screen that will be displayed is the Sign 
Information Change Scope screen.  The applicant must enter the permit number for which they are applying for a change.  Once the 
permit number is applied, the applicant must choose all scope changes that apply. 
 

 
 
After selecting the scope of the change application, the applicant will progress through the entire same application process as the 
new sign permit application process.  The application will be pre-populated with all of the information from the currently approved 
permit application.  The applicant will make the appropriate changes, upload all required documents, and submit to PennDOT for 
review. 
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EXISTING SIGN PERMIT APPLICATION 
 
In order to demonstrate effective control, PennDOT is required to surveil all controlled routes to ensure all outdoor advertising 
devices are permitted.  If PennDOT identifies an outdoor advertising device that does not have a permit, they will mail the sign 
owner and the land owner a Request to Remove Illegal or Abandoned Sign (RW-790).  The RW-790 will notify the sign owner and 
land owner that the sign is in violation of the Highway Beautification Act.  The title block of the RW-790 will display an illegal sign 
number which has been assigned to the existing outdoor advertising device.  PennDOT will also send information regarding the 
Highway Beautification program.  After reviewing the information provided, if the sign owner believes that the outdoor advertising 
device is able to be permitted, they can submit an application to the Department. 
 
After choosing Apply for Permit for Existing Sign, the Permit for Existing Sign screen will be displayed.  The applicant must enter the 
illegal sign number (from the RW-790) for which they are applying for a permit. 
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Once an illegal sign number is entered, the applicant must choose which type of application to complete. The Apply for a new Illegal 
Sign permit screen will mirror the Post-Login Homepage containing the options of the four-different sign type permit applications.  
The screen will also display the illegal sign number which the application will be applied for.  Each option contains a link that will 
provide more information regarding each sign type.  By clicking the "more" link the user will be presented with additional 
information that defines the particular type of sign.  By clicking the green button containing the sign type name, the user will begin 
the application process for that particular sign type. 
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After selecting the appropriate application type, the applicant will progress through the entire same application process as the new 
sign permit application process.  The applicant will enter all application information, upload all required documents, and submit to 
PennDOT for review. 
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WORK QUEUE 
 
The HBMS Work Queue will contain all of the applications that require an applicant to take action.  The applications will be divided 
into two categories titled Sign Permit Applications and Sign Information Change Applications.  Within those two categories the 
applications will be organized by Application Status.  When the applicant clicks on the application number, the application will open 
to the last saved place or the area that requires the applicant to take an action. 
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NOTIFY SIGN COMPLETION 
 
Once an application is approved and the applicant receives their metal permit tag, they have 12 months to erect the sign.  PennDOT 
must be notified within 30 days of the erection of the sign being completed.  Signs requiring completion will appear under the 
Approved Pending Completion work queue.  When the Application Number link is selected, the Sign Detail page will be displayed.  
The sign owner must enter the date that the erection of the sign was completed and upload a picture of the permit tax fixated to the 
structure along with pictures of each sign face. 
 
After entering the sing completion date, click "Save" prior to uploading the pictures. 
 

 
 
After the pictures are uploaded, click "Notify Sign Completed" to alert PennDOT that the sign has been erected.  PennDOT will then 
inspect the completed sign to ensure that it was erected in accordance with the approved application.  If approved, the application 
process is complete.  
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MY SIGNS – APPLICATION STATUS 
 
The My Signs – Application Status list will contain an inventory of all the applications that an HBMS user has submitted and the 
status of that application.  Once applications are approved, this will serve as an inventory of all signs owned by the sign owner.  
When the user clicks on the Application Number link they will be taken to the Sign Details page. 
 

 
  



HBMS User Guide Pennsylvania Department of Transportation 

206 

MY SIGNS – UPDATE SIGN OWNER INFORMATION 
 
The My Signs – Update Sign Owner Information page allows an HBMS user to update the contact information of the Sign Owner.   
 
Note:  Any changes made on this page will update the contact information for all sign permits owned by the sign owner. 
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SEARCH – SIGN APP/PERMIT 
 
The Search/Look Up screen is used to look up a particular permit or application or to find a permit or application by using a certain 
set of criteria. 
 

 



HBMS User Guide Pennsylvania Department of Transportation 

208 

 

The first section of the Search/Lookup screen contains the lookup portion. To use the "Lookup" function, the user must know the 
permit number or application number. Enter the Application Number and click "Lookup" to see the lookup results.  To search by 
Permit Number, enter the Permit Number and click "Lookup" to see the lookup results.  If only one application exists for the permit 
number entered, the Sign Details page will be displayed.  If there are multiple applications in HBMS for the permit number entered, 
the Sign Application Search Results page will be displayed. 
 

 
 
The second section of the Search/Lookup screen contains the search portion.  The search portion of the screen will be used when 
the particular application number or permit number is not known.  The user must choose either a New Sign Permit Application or a 
Sign Information Change Application from the Application Type drop down.  After the application type is indicated, the user will 
enter other search criteria and click the "Search" button and the Sign Application Search Results page will be displayed. 
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INVOICE PORTAL 
 
Sign owners can view their invoices by accessing the Invoice Portal.  Accessing the Invoice Portal displays the Invoice Search screen 
where search criteria can be entered. 
 

 
 
The Owner ID will be prepopulated based on sign owner's login information.  If the sign owner would like to see all invoices, the 
search button can be clicked and all invoices will be displayed.  If the sign owner would like to view specific invoices, additional 
search criteria can be entered.  The available search criteria are: 
 
Billing Account Number – Displays all invoices that have been created for the Billing Account Number. 
Invoice Number – Displays the particular invoice number that is entered. 
Invoice Type – Displays all invoices that match the selected invoice type. 
Payment Status – Displays all invoices that match the selected payment status. 
Renewal Month – Displays all invoices for permits that are renewed during the selected month. 
Credit Memo – Includes or excludes credit memos from the search results. 
Renewal Year – Displays all invoices for all permits that were renewed during the selected year. 
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After the search button is clicked, the invoice search results will be displayed. 
 

   

Each invoice can be viewed by selecting the invoice number link. 
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NOTIFY SIGN DISCONTINUED 
 
Note:  The Notify Sign Discontinued process is very important as it notifies PennDOT when a sign has been removed.  This process 
will eliminate a sign owner being invoiced for a sign that no longer exists.  All payments are made directly to the Commonwealth's 
Comptroller's Office; therefore, the annual renewal notices can no longer be used to communicate the removal of signs. 
 
If a sign owner has removed a sign and no longer wants to renew the sign permit, the sign owner can notify PennDOT to discontinue 
the permit in HBMS. 
 
In order to notify PennDOT to discontinue the sign permit, the sign owner can use the Search/Lookup screen to lookup a particular 
permit or application or to find a permit or application by using a certain set of criteria. 
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The user will enter the Application Number or Permit Number and click "Lookup" to see the lookup results.  
 

 
 
If there are multiple applications in HBMS for the permit number entered, the Sign Application Search Results page will be displayed.  
If only one application exists for the permit number entered, the Sign Details page will be displayed.   
 

 
 



HBMS User Guide Pennsylvania Department of Transportation 

214 

The search portion of the screen will be used when the particular application number or permit number is not known.  The user 
must choose either a New Sign Permit Application or a Sign Information Change Application from the Application Type drop down.  
After the application type is indicated, the user will enter other search criteria and click the "Search" button and the Sign Application 
Search Results page will be displayed. 
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After clicking the application link, the Sign Details page will be displayed. 
 

 
 
The user will click the Start Discontinue button to begin the Discontinue process. 
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After the Start Discontinue button is clicked, the Application Processing screen will be displayed. 
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The sign owner can enter comments to PennDOT explaining why the permit is being discontinued and click the Notify Discontinue 
button. 
 

 
 
The appropriate PennDOT District OAD Manager will be notified of the sign owner's request to discontinue the permit.  The District 
OAD Manager will verify that the sign has been removed. 
 
The process to discontinue a permit can also be started from the Work Queue.  Under the Start Discontinue section of the Work 
Queue, the sign owner will click on the application link for a permit in Approved status. 
 

 
 
If the sign owner has multiple permits in Approved status, the search box in the status header can be used to locate the appropriate 
sign permit. 
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After clicking the application link, the Application Processing page will be displayed. 
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The sign owner can enter comments to PennDOT explaining why the permit is being discontinued and click the Notify Discontinue 
button. 
 

 
 
The appropriate PennDOT District OAD Manager will be notified of the sign owner's request to discontinue the permit.  The District 
OAD Manager will verify that the sign has been removed. 
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PERMIT NOT DISCONTINUED STATUS 
 
If PennDOT determines that the sign has not been removed to ground level, the sign will appear in Permit Not Discontinued status in 
the sign owner’s work queue. 
 

 
 
When the user clicks the Application Number link, the Application Processing screen will be displayed. 
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The Work Flow Processing Details section allows the user to perform certain actions.  The user will use the Action Type drop down 
list to select the action they would like to take. 
 
The actions available while the application is in Permit Not Discontinued status are: 
 
Cancel Discontinue – Places the sign back into the status it was in prior to the sign discontinue process was started. 
Notify Discontinue – Places the sign in Notified Discontinued status. 
 
If the sign has been removed to ground level, Notify Discontinue is selected. 
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After selecting the Notify Discontinue action, the user can enter comments and click "Notify Discontinue".  The sign will now be in 
Notified Discontinue status. 
 
If the sign owner decides that they no longer want to discontinue their sign permit, Cancel Discontinue is selected. 
 

 
 
After selecting the Cancel Discontinue action, the user will click "Cancel Discontinue".  The sign will now be in the status that it was 
in prior to the sign discontinue notice being submitted. 
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