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User Guidance – Locked Accounts
The following cases will result in locked account access:

A. Expired certificate of insurance
B. Expired ATSSA certification 
C. Expired annual barricading permit

When an account is locked, the user is not able to connect to their Licensed 
Professional Information needed to submit TCPs.

Guidance to update information is provided on page 2.
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User Guidance – Locked Accounts
A. If Certificate of Insurance is Expired:

Step 1: Log in to portal, select “Search” and 
“My Records”

Tom Traffic

Tom Traffic

Step 2: Select existing BAR record

Tom Traffic

Showing 1 of 1



3

User Guidance – Locked Accounts
A. If Certificate of Insurance is Expired:

Step 3: Select “Record Info”, then “Attachments”

Tom Traffic
Tom Traffic

NOTE: IF THE DROP-DOWN OPTION FOR “ATTACHMENTS” DOES 
NOT APPEAR, REVIEW ACCOUNT MANAGEMENT / CONTACT 
INFORMATION TO ENSURE YOUR EMAIL ADDRESS IS UP-TO-DATE.
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User Guidance – Locked Accounts
A. If Certificate of Insurance is Expired:

Step 4: Upload new certificate of insurance 
and cancellation letter

ATSSA      

Cancellation      

COI      

Step 5: City review and account unlock 
(allow up to 3 business days for review)

Tom Traffic
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User Guidance – Locked Accounts
B. If ATSSA Certification is Expired:

Step 1: Log in to portal, select “Search” and 
“My Records”

Tom Traffic

Tom Traffic

Step 2: Select existing BAR record

Tom Traffic

Showing 1 of 1
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User Guidance – Locked Accounts
B. If ATSSA Certification is Expired:

Step 3: Select “Record Info”, then “Attachments”

Tom Traffic

Tom Traffic

NOTE: IF THE DROP-DOWN OPTION FOR “ATTACHMENTS” DOES 
NOT APPEAR, REVIEW ACCOUNT MANAGEMENT / CONTACT 
INFORMATION TO ENSURE YOUR EMAIL ADDRESS IS UP-TO-DATE.
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User Guidance – Locked Accounts
B. If ATSSA Certification is Expired:

Step 4: Upload new certificate of insurance 
and cancellation letter

ATSSA      

Cancellation      

COI      

Step 5: City review and account unlock 
(allow up to 3 business days for review)

Tom Traffic
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User Guidance – Locked Accounts
C. If Annual Barricading Permit is Expired:

Step 1: Email all required documents to ET-barricading@tempe.gov, 
requesting review and restore of portal access

Step 2: Apply for new annual barricading permit by entering all 
required information, uploading all documents

Step 3: City Review (5 business days)

Step 4: Payment of Annual Barricading Permit Fee

Step 5: City issues Annual Barricading Permit 

Step 6: Barricade company may submit TCPs

mailto:ET-barricading@tempe.gov
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Contact Information

Veronica Carreon
Annual Barricade Permits
et-barricading@tempe.gov

Michelle Beckley
Barricading Supervisor
michelle_beckley@tempe.gov

User Guidance – Locked Accounts
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