NC STATE UNIVERSITY

How to Issue Guest Permits




STEP 1
Go to NCSU AIMS Parking

ncsu.aimsparking.com

STEP 2

Click on Login

Welcome to our customer portal. For assistance with
this website please call 919-515-3424 or visit our
contact page.
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STEP 3
Click on Department/Retiree Tab

You will need your department's guest online account number (begins with F)

Select a login method:

Department Al
Employee / Student

Retirees should enter the oy
[ Departmentl Retiree in your permit assignment le
Departments should enter t

their login number. For exan

After logging in, NCSU Dep:
link for "Send new permit imy
the page.

Account #

STEP 4

Enter your department's guest account number and password

UICH IUYNT DUNIUGE. | UL GAQIIPIG. |1 aurgy

After logging in, NCSU Departments should see a
link for "Send new permit invites" near the bottom of
the page.

Account #'

F300396

Password’
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STEP 5

Click on Login

R I OTHU ISV PTHTIL VIS 1eal uie vuuvin wvi

the page

Account #

F300396

Password”

ETE—

STEP 6

Click on Send New Permit Invites...

allet

Pay Ticket Send New Permit Invites Claim Guest Perrr

ay a ticket online Send a new permit invite Claim a Guest permit
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STEP 7

Enter Invite Batch Name

i Transportation

Moving you to Succeed b4 Logout
Logged in as Guest-Transportation

nt Send Guest Invite
ts © Enter a name for this invite batch:
es Test Batch|
s
Tows
allet
STEP 8

Click on Confirm

. Invite batch:

o
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STEP 9
Enter Invitee Emails

Enter each email on a separate line

int Send Guest Invite

ts 124 Invite Name

-
S

Emails for all invitees:

irnspecevent@ncsu.edu
ncsu-wolfirails@ncsu.edu|

Tows
allet
Place one email address per line for each invite you wish to send
CC Email
["] send me an email when an invite is claimed:
Enter your email to send yourself a copy of the invite. Up to 1 email address is allowed.
Confirm

Check "Send me an email when an invite is claimed"

Place one email address per line for each invite you wish
CC Email

end me an email when an invite is claimed

Enter your email to send yourself a copy of the invite. Up to 1 email :
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STEP 11

Enter your email on the CC line to send yourself a copy of the invite

¥ Emails for all invitees:
trspecevent@ncsu.edu
ncsu-wolfirails@ncsu.edu

Tows

allet

Place one email address per line for each invite you wish to send
CC Email

Send me an email when an invite is claimed:

N
ncsu-transportation@ncsu edu| |

ENTET your emall 10 send yoursen d Copy of the Ivite. Up [0 1 emall adaiess 15 alowed.

Confirm

AIMS Web 9.0.32.15b ©2017 EDC Corporation

STEP 12

Click on Confirm

med:

mail address iIs allowed

[
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STEP 13
Click on Temporary Guest Permit to turn the banner red

-, Account Send Guest Invite

& Permits Invite Name

g Tickets Invitees

e Fees Emails collected v
& Boots/Tows Permit Type

B My Wallet 24TGST Temporary Guest Permit v

Date Selection
Please select a start and end date for this permit:
to
Canfirm

Enter the Start and End dates

Then click Confirm

2 Account Send Guest Invite

6 Permits Invite Name

= vences
Jy Tickets Invitees

© Fees Emails collected v
% Boots/Tows Permit Type

B My wallet 24TGST Temporary Guest Permit v

Date Selection

Please select a start and end date for this permit:

( ] el )

Confirm
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STEP 15
Click on the preferred parking location for the invite

Use the scroll bar to see different options. Use the Interactive Campus Map to see each
permit location.

< Boots/Tows Permit Type
B8 my wallet 24TGST Temporary Guest Permit &
Dates

09/18/2023 - 09/18/2023 v

Please Select a Suggested Location

{GST039) Guest: Ferndell Lot : General

Click here to view our interactive parking map.

{G5T040) Guest: North Hall - B : General v

Click here to view our interactive parking map
Comer of Hillsborough and Logan Ct

(GST042) Guest: Brooks Ave. Lot : General

Credit Union

STEP 16

Enter additional messages, if necessary

Alert your guests that the University does not allow back-in or pull-through parking and
that their license plate will be scanned and serves as their permit. There is no need to
print a permit to display.

& pemis o Invite Name
& Vehicles Test Batch '
§ Tokets Invitees
© rees Emalls collected &
&% Boots/Tows Permit Type
B3 My Wallet 23TGST Temporary Guest Permit 7
Location
{GST042) Guest: Brooks Ave. Lot : General '
Dates
1/14/2022 - 111472022 v

Additional Message

Cantim
a AN Wit 9.0.52.155 €017 EDC Corpation
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STEP 17

Click on Confirm

on the invites

=

AIMS Web 9.0.32.15b ©2017 EDC Corporation

STEP 18

Click on the Billing Method preferred by turning the correct banner red

Enter any additional instructions you wish to include on the invites

Please Select a Billing Option

‘ Bill the guest for the permit ‘

‘ Bill the permit to my account ‘
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STEP 19

Click Continue to Send the Invites to your guests

AIMS Web 9.0.32.15b ©2017 EDC Corporation

STEP 20

Summary Page

The final page is a summary page. If you need to invite other guests for an already-issued
invite, you may do so from this page by clicking Send Invite To Additional Guests.

Batch Summary: Test Batch

Batch Information Cost Information

Batch Name: Test Batch Per-invite Cost: $10.00

Creation Date: 10/28/2022 Current Total Batch Cost: $0.00
Permit Type: 23TGST Temporary Guest Permit Maximum Total Batch Cost: $20.00
Location: (GST042) Guest: Brocks Ave. Lot : General Billed To: Invitee Pays

Active Date: 11/14/2022
Expiration Date: 11/14/2022

Message:
No back-in or pull-through parking allowed. Your license plate will be scanned so there is no need to print a permit

invitee Summary

Email Access Key Status Permit # Plate # Receipt # Name Resend Cancel
trnspecevent@ncsu.edu pending Unclaimed Sending
ncsu-wolftrails@ncsu.edu pending Unclaimed Sending

NC STATE

UNIVERSITY




