
 

 
How to Issue Guest Parking Permits 

 
____________________________________________________________________________ 
 

 
1.​ Go to ncsu.aimsparking.com 

 
 
 
 
 

2.​ Click ‘login’ in the top right 
 
 
 

 
 

 
 

3.​ Click on Department/Retiree 
 
 

 
 
 

 

http://ncsu.aimsparking.com


 
 
 

4.​ Enter the department account number and password and click ‘Login’ 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 



 
5.​ Click on ‘Send New Permit Invites’ 

 
 
 

 
 
 
 
 

6.​ Enter a batch name. This will be displayed in the email to your guest. Click 
‘Confirm’ 

 
 
 

 

 



 
7.​ Enter the email addresses for each guest, one per line. Maximum of 20 allowed. 

Click the checkbox next to ‘send me an email when an invite is claimed’ to be 
informed when your guests secure their permits. Click ‘Confirm’ 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 



 
8.​ Click on the banner ‘Temporary Guest Permit’ to turn it red; red indicates 

selection.  
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 
 
 

9.​ Enter the start date and end date of the permit and click ‘Confirm’  
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 
 

10.​Choose the permit location from the list of zone options. Click the banner to turn it 
red; red indicates selection 

 
 

 
 
 
 
 

11.​Enter additional information in the box. Click ‘Confirm’ 
 
 

 



 

 
12.​Choose if your department is paying for the permit or if the guest will. Click the 

banner to turn it red; red indicates selection 
 

 

 
 
 
 

13.​ Click ‘Continue’ 
 
 

 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

14.​The email is sent immediately. The Summary Page shows the permit information 
and allows the department to send invites to more guests or cancel unclaimed 
permits.  

 
 

 

 



 

 

 


