Parking Services
University of Central Missouri
Instructions for Departments

Requesting Visitor Permits

If your department is bringing a visitor or visitors to campus and you would like to request
visitor’s permits for them, please follow the instructions listed below.

1. Go to https://ucmo.t2hosted.com/cmn/auth _ext.aspx and sign in using your departments
email address.

a. NOTE: To request visitor’s permits you must have a department specific email
address. Visitor’s permits may not be requested by or attached to an individual
account. If your department does not have a department specific account, please
contact the Office of Technology (tsc(@ucmo.edu) and request one be created.
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Customer Authentication

If you are a student or staff member with the university, please click the button below marked Login. This link will take
you to your 'MyCentral' account. Please log in to your account and click on the link to Parking Services' Main
Menu along the left side of the UCM home tab.

If you are not affiliated with the university, click the button below marked Guest Login to create a guest account or log in
to an existing account.

Guest Login
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2. Above the LOGIN tab, you will see “If you are a department signing in to request guest
permits, please click here.” Press “click here”. This will take you to the login screen.

3. The username will be the department email address. i.e.: parking@ucmo.edu. The initial
password will be the last name of the department in all caps. i.e.: Parking Services, the
password would be PARKING.

a. The system will make you change the password the first time you log in. The new
password is required to be at least 6 characters long, have a capital letter and one
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symbol. Please also make sure you’re not inadvertently entering an extra
space. We’ve had several issues where departments aren’t able to access the
system after resetting their password because a space was included with the
password.

4. If you are having trouble logging in, or can log in but it won't let you request permits,
check the URL. If the URL looks like https://ucmo.t2hosted.com/cmn/auth.aspx?
usertype3=guestreq, this highlighted portion may be the problem. It means it routed you
to the wrong portion of the page. The URL should look like
this: https://ucmo.t2hosted.com/cmn/auth.aspx

5. Once you are signed in, you will see the following screen:
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Parking Portal

‘Welcome! Use your Parking Portal to make purchases in the parking system and manage
your parking account

Citation Number
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PERMITS

$ Request Parking Permits

View Your Permits

Parking Services Access Control

University Police Bicycle Regulations Personal Safety & Awareness
Environmental Health & Safety

Contact our Staff
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a. Click on $ Request Parking Permits



The next screen will look like this:
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Add a New Request

Enter the details of your request below and click Submit. All fields are required

Request Date

| 12012017 |-

Parking Needed Date

Quantity Requested
Maximum Allowed Per User

L ¥

Requested By

‘ 5 STATES SALVAGE POOLLLC -‘ -

Permit Type

‘ 1 Day Visitor-Requested M ‘ =

Facility

| Faculy/sta HE

Billing Code

* indicates a required field
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. Request Date: The request date should be the date you are completing the form.

. Parking Needed Date: Choose the first day the parking permit is needed, either

the only day or the first day of the event. THIS DATE MUST BE AT LEAST

ONE DAY AFTER YOUR REQUEST DATE!

Quantity Requested: The number of permits needed.

. Maximum Allowed Per User: The system allows for the department to pay for

the permits and to print them all out for the visitors, or the link can be sent to each

visitor and they will be responsible for purchasing and printing their own permit.

i. Department Pays: If the department is paying for the permits and
printing them out for each visitor, the number in the Maximum
Allowed Per User section should equal the Quantity Requested. (i.e. —
Requested 34, Maximum Allowed Per User must be 34).
il. Visitor Pays: If the department is requiring each individual visitor to

pay for their own permit, the Maximum Allowed Per User must be 1.

Requested By: Scroll through the list and find your department name. If you do

not see your department name, please contact Parking Services so we can enter

your department into the system.

Permit Type: This is how long the permit is needed. The options are 1 Day, 2

Day, 3 Day, 4 Day, and 1 Week.

Facility: Choose whether you would like them to park in Faculty/Staff or Student

parking lots.
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i. Visitors permit requests will be sent to the Parking Services Sergeant for
approval. Lot type will be approved or denied based on availability, other
events during the same time period, number of visitors, etc.

h. Billing Code: If the department is paying for the permits, enter your budget
number here. YOU MUST ENTER A BUDGET NUMBER!

i. The system allows us to know how many permits were actually
distributed, whether it’s the department printing them out or the individual
purchasing and printing them out. After the day of the event, if the
department is paying for the permits, the department will be billed for the
number of permits distributed (printed) in the same manner that they have
been in the past.

ii. Once permits are printed the department will be charged for the permits
whether they are used or not, so please only print the permits that are
needed. If the permits are printed and the event is cancelled, the
department will still be charged for the printed permits.

When the permit request is approved you will receive an email, to the department

email address, with a link. You MUST use this link to purchase/print the

permit(s) as it's linked to those specific permits. Follow the link (it may require
you to sign into the parking system again for each separate permit request). If it
will be the responsibility of the individual visitor to purchase/print their permit,
send the link to them. They will need to sign in and create a guest account

(separate instructions will be provided for you to send to them).

Below is an example of the approval email you’ll receive with the link to the

permits:
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Thank you for your interest in guest parking. Your permit request has been approved.

Request Date: 10/08/2021
Need By Date: 10/11/2021

Quantity: 15

Group: PARKING SERVICES

Permit Type: 1 Day Permit - Faculty/Staff Lot
Location: Faculty/Staff

Use the link below to purchase your visitor permits.
Departments purchasing permits to be distributed to event attendees will be charged for ll permits printed o, even ifthe event s cancelled. I strongly suggested that permits are printed only  day or two prir to the event 5o only the number of permits needed are
printed

If your department is sending the link to your guest to purchase and print their permit, please send the following information in your email. Permits will be issued in a first come, first served basis and only one permit per account will be- allowed

(are not a Faculty/Staff member, Student, etc ) and do not have an ID number issued by the university should create a Guest/VIP account. If you are a UCM Faculty/Staff member or Student,

hicle” and complete the vehicle information.
il receipt with a link to print your permit when the transaction is complete

Thank You.

Parking Services
306 Broad Street
Warre urg, MO 64093




7. When you click on the link in the approval email, you’ll see the following screen:
a. Scroll down and click NEXT
8. The next screen will allow you to choose how many permits you want to print.
a. Open the drop-down menu and choose the number of permits you want to print.
1. Remember, you’re only charged for the permits you print.

b. Check the box next to “I have read and understand the above statements”
c. Click NEXT
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NOTE: Tuesday/Tl Dnly permits, Afternoon Only permits, and M-Lot Only permits ARE NOT VALID for

13 individuals living in University Housing!
14
select | Permit Fee Permit Description
@® T~ $0.00/2 days q 11 Day Permit - Lot

* Pro-Rated prices shown with an asterisk

lease make sure
address pi pleting your purchase.

| agree to follow the rules and regulations as outlined in the Parking and
Traffic Regulations.

[ I have read and understand the above statements

9. The next screen is the “View Cart” screen.
a. The system should default to the bill the department.

b. Ifit gives you the option to choose a payment method, choose “Bill to
Department”.

c. Choose “Proceed for Payment” at the bottom of the screen.
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View Cart

Review your order.
Select your method of payment. (i only one iable, your payment automatically)
Click Pay Now to proceed with your transaction.
ay  Type Description Amount  Actions
15 Bukpemni VIStorRequested 1 Day Permit - Faculy/Staff Lot o0
vie

Due Now: $0.00

Checkout

Email Address

parking@ucmo.edu

Proceed for Payment

10. The next screen is the “Payment Information” screen.
a. Choose “Pay Now”
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Payment Information

view the totals below and click next to proceed to make your payment.

ay  Type Description Amount  Actions

fs‘n't’omequested /1 Day Permit - Faculty/Staff Lot so00 (S

15 BulkPermit S

Due Now: $0.00

11. The next screen will be the “Payment Receipt” screen.
a. The payment sometimes takes several seconds. Be patient. You’ll see a spinning

circle in the middle of the screen.



b. You’ll see an underlined link for “Print Permit”. You can click here to print your
permits. The same link is in the payment receipt email that got sent to the
department email address.
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Payment Receipt

Your transaction is complete. Please print the page for your records.

Purchased Items

aty  Type Description Amount

Visitor-Requested / 1 Day Permit - Faculty/Staff ot Print Permit
view details

15 Bulk Permit $0.00

Total Paid: $0.00
Transaction Summary
©C Receipt Number

Payment Method  Bill to Department

PaymentDate  10/08/2021 02:47-10 PM
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o/ Compose
Receipt for your transaction D inbox x &
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© spam B PARKING, . thank you for your purchase.
@ Trash Pleass keep this email for your records.
»® Categories Permits bought online are available for immediate pickup
from the Parking Services office during normal business hours.
»® CABINET

»®  Full Time Files
® Junk E-mail
®  Mailing Emails Date: 10/082021 0247:10 PM

Payment Method: Bill to Department

Receipt Number

» @ Outdated Emails Total: $0.00

Basket Number: 1675835

®  Mass Emails

v More
Items purchased
50.00 - Visitor-Requested / 1 Day Permit - Faculty/Staff Lot Print Permit
Valid for dates: 10/11/2021 - 10/11/2021
Permit Numbers: VR2100144, VR2100145, VR2100146, VR2100147, VR2100148
Valid for facilities: Faculty/Staff

Parking Services
306 Broad Street
Warrensburg, MO 64093
660-543-4098
800-873-8577

parking @uemo.edu

« Reply ~ Forward

Message marked not suspicious. X



12. After clicking “Print Permit”, a PDF will open where you can print the permits you
selected.
a. Remember that the permits must be printed in color.
b. Guests should place the permit on the dashboard of their car.

= displayReportaspx

PARKING SERVICES

VISITOR PERMIT

1 Day Permit - Faculty/Staff Lot

VR2100144
Valid Date(s): 10/11/2021-10/11/2021

Valid Locations: Faculty/Staff

Permit must be displayed on vehicle dashboard and fully visible from the exterior of the vehicle, including access to
ification. PERMIT MUST BE PRINTED IN COLOR OR IS NOT VALID!

icated. Any permit found to be
pense, 2 $200.00 fine, and revocation
riminal prosecution.

lease refer any questions to the UCM Parking Services office at 660-543-4098 or parkiy
Office hours Mon-Fri 7:30 AM to 5:00 PM

If you have any issues or questions please contact Parking Services at parking@ucmo.edu or
660-543-4123.
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