
DOWNTOWN BUSINESS PERMIT

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.  Enter the number of 
permits you will need.  
You will need a permit 
for each employee that 

requires parking.

6.  Permits are purchased for 
a 90 day period.  The permit 
is valid for 90 days from the 
listed start date.  Enter the 

desired start date for the 90 
day period you want to 

purchase.  The end date will 
auto-fill.

5.  To verify your eligibility 
you are required to input you 

Business License Permit #.

7.  Click on the 
Save And 

Continue button



8.  Click on the 
Confirm button



9.  Click on the 
Close button



Note:  You have not finished the 
application process.   Village staff will 

review the application and confirm status 
of your business license.  You will receive 
an email or text notification, depending 

on your account setting, once your 
application has been approved.  Please 
allow two business days for approval. 



Note:  Email notification that your 
application has been approved 
and your permit is ready to be 

paid. 

10.  Click on the link to 
permit.  



11.  Click on the Permit 
button. 



Note:  You will need to update the 
permit with your employee’s 

license plate information. 

12.  Select the check 
box of the permit you 

want to update. 
13.  Place the cursor in 
the License Plate field 

and enter the 
employee’s plate 

number. 

Note:  Repeat steps 12 and 13 for 
each permit. 

14.  Once all license 
plate information has 

been entered select the 
Update Permits button. 



15.  Select Yes. 



16.  Message appears 
indicating license 
plate was updated 

successfully



DOWNTOWN BUSINESS PERMIT

How to change the vehicle associated with a permit 



Note:  If an employee were to separate 
and you need to remove the plate from 
the permit are assign the plate to a new 

employee please follow the following 
steps.. 

1.  To change the 
license plate 

associated with the 
permit click on the 

permit number.



2.  Select the check box 
of the permit you want 

to update. 
3.  Place the cursor in 
the License Plate field 

and enter the 
employee’s plate 

number. 

4.  Once all license plate 
information has been 

entered select the 
Update Permits button. 



5.  Message appears 
indicating license 
plate was updated 

successfully
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