
COMMUTER NON-RESIDENT 
PARKING PERMIT (EASY PARK)

How to purchase utilizing the online parking permit portal



1. To start the 
application click on 

the Apply for 
Permit button



2.  Using the dropdown select 
the permit type that you want 

to purchase.

3.  After selecting 
the permit type 
click the Next 

button



4.  Using the 
dropdown select 

the parking lot you 
typically park.

5.  Enter the license 
plate of the vehicle to 
be associated with the 

permit.

6.  Permits can be purchased 
for the current calendar 

month or the next calendar 
month.  Select Current 
Period for the current 

calendar month.  Select Next 
Period for the calendar 

month immediately following 
the current calendar month. 
The Start and End Date will 

adjust automatically. 

8.  The Next Billing 
Date represents the 
date and time the 

permit will renew for 
the next calendar 

month.

9.  Click on the 
Save And 

Continue button

Note:  If  you select 
auto renew you will 
need to manually 

process payment for 
the permit that you 

are applying.  The next 
calendar month 

permit will process 
utilizing auto renew. 

7. (Optional) If you 
would like the permit 

to renew on a monthly 
basis and process 

payment 
automatically toggle 
on Auto Renew.  The 
toggle will turn blue 
when auto renew is 

on.



10.  Click on the 
Confirm button



11.  Click the 
Pay Now 
button



12.  Enter the 
required credit 

card information 

13.  After entering 
credit card 

information click 
Perform Payment.



14. You will be 
returned to the 

home screen after 
your payment is 

processed. 

Note:  If you purchased a permit 
for the current calendar month the 
permit will show a status of Active.  

If your permit is for a future 
calendar month the permit will 
show a status of Issued.  The 

permit will automatically move 
from Issued to Active on the 

permit’s start date. 



COMMUTER NON-RESIDENT 
PARKING PERMIT (EASY PARK)

How to change the vehicle associated with the permit?



Note:  Only one license plate can be 
associated with a permit.  If you 

switch cars for a given day you will 
need to update the license plate 

associated with the permit.

1.  To change the 
license plate 

associated with the 
permit click on the 

permit number.



2.  Place the cursor in 
the License Plate field 

and enter the new 
license plate number.

3.  Once the new 
plate number has 
been entered click 
the Update button.



4.  Message appears 
indicating license 
plate was updated 

successfully
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