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-DIVISION OF PUBLIC WORKS DESIGN AND CONSTRUCTION ON-LINE WORK REQUEST FORM INSTRUCTIONS- 

ALL work requests will be submitted, electronically only, via the NH On-Line Forms Website in accordance with the 
Governor’s Executive Order 2014-05, directing state agencies to “move all possible business-related forms into an online 
format through the Business One Stop.  The work request site has had a recent upgrade that has made the submission a 
little more user friendly.  
This instruction package leads you to register and sign in using the NH On-Line Forms Website, at    
https://onlineforms.nh.gov/. 

On page three please see a screen print of the sign-in page. 
 
New User Log in Process (Internal State Users Only) 
 

1. Go to https://onlineforms.nh.gov/. 

NEW Users, complete these steps to create and validate your new user account (in the nform software): 

1.     Click the Register link, located in the upper, right-hand corner of the screen on the menu bar. 

2.     From the Create User Profile screen, complete all fields and click the Save button. 

3.     Check your email for a communication with the subject line New User Registration; this will be your email verification 

        communication that will allow you to validate your email address.  

4.     Copy the confirmation code in the email and paste it into the confirmation window that will appear. 

5.     From the User Registration Complete screen, click the Click here to visit the NHDOIT NH On-Line Forms System homepage link, 

        located in the middle of the screen. 
6.     From the Sign In dialog box, enter your User ID (this will be your email address) and the password you entered when you registered your  
        profile. 

7.     Click the OK button 
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8.  Once approval is received,  sign back in to https://onlineforms.nh.gov/. 
9.  Click on the History button at the top of the page.  
10.  Click the pencil icon to continue submitting your form 

 
11. Click the “Next Step” button until you come to the Certify & Submit step 

 
12. Click “Submit Form”. 

13. If you need assistance with the Work Request form contact:   Brenda Thomas at 271-3526, email: 
brenda.thomas@das.nh.gov. 

 
a. Questions regarding your project request should be directed to Brenda. 
b. Questions regarding NH Online Forms account access should be directed to BusinessOneStop@nh.gov. 

 

 

Click to begin completing your work request 
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This sidebar will show you which 
section of the work request you are 
working on and when you have not 
completed a section.  If you miss a 
section or not properly completed it 
will be red, and will not be able to 
submit until corrected.  

Click on Next Section to proceed. 
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Once reviewed information click on Validate Address. 
Then click on Next Section. 
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Once reviewed information click on Validate Address. 
Then click on Next Section. 
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After completing the information click on validate 
address, when accepts or ask you to accept it as 
shown based on postal codes replace it, then click on 
Next Section. 
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If you have more than one Real Property Asset you 
can do more than one, click DUPLICATE.  However, 
this is not a required field if you cannot locate it. 
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Services being requested:  you may choose just those 
you are requesting.  

Click next Section to proceed to funding.
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Funding is CRUCIAL; the format to the left is what 
your funding should be similar to.  If any question, 
see your business office. 

  If you have multiple funding sources/appropriations 
click on add new funding at bottom of section for your 
project and use the same format for each.  New:  tell us 
what is being covered by the funding indicated.   
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Amount: do not use $, commas or 
decimals.  All funds must be filled in even 
if they are zero.
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When you have completed your funding for your project, DPW Fees, and /or consutlant click next section.  This will allow you to include any 
attachments you wish (ex: floor plans, quotes, etc). 
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Note always to the left you have a status of each 
section and if you have completed it properly it will 
have a checkmark .  If it is red or no checkmark you 
need to go back to that section (by clicking on the 
section and make the correction,. If you don’t do so 
you will NOT be able to submit the work request at 
the end.  
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   You are being asked to review your work request to make sure you haven’t missed any crucial information.  
Make sure to look at the left sidebar (shown above) to see if any section is red indicating  an issue. 

 

You may attach a document, drawing etc.  Do not 
want to attach something too large, can be shared 
with the project manager via email after the project is 
assigned. 

Then click Next Section 
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You will see the entire work request, which is not shown here due to size.  Once you have reviewed and comfortable it is complete. 

Next you will certify and submit.  Your Certification is that you have the authority to submit a work request and commit funding on behalf of 
your agency.  Next you can print the work request if you wish to keep a copy of your work request you can write down the last five digits 
(example:  HVA55).  Then click Next Section: Certify & Submit  
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This last step is to finalize the submission or if you think you will want to make changes before final submission at a later time, Click Finish 
Later/Save and Exit and your form will be saved.  At a later date go into history at the top of the top and search for your work request with the 

last 5 difits  (Ex:    

 

 

 

If you submit you will receive a message confirming your submission (see below). 
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You will receive this message indicating submission 
complete, and you can print confirmation or view 
submission at this point.  

Brenda.Thomas @das.nh.gov
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This submission will be received by the Business Administrator at the Division of Public Works, funding will be confirmed and then electronically 
passed to the Assistant Administrator for review and assignment to a project manager.  The Business Administrator will assign a project #, email 
the DPW Project Manager and agency contact that the project has been set up in our database and ready to begin. 

If you wish to cancel the work request, once submitted, you would need to go to history find submission by the last 5 digits, then click on the 
finder  

 


