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How to Purchase Permit 

 

 

1. #1 Search for and locate the 

correct customer. Once on the 

customer details page, select 

Purchase Permit button at the 

top  

 

 

 

 

 

 

 

 

 

 

 

 

 

2. #1 Select Residency Status 

#2 Select OK. 
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Purchase Permit Continued 

 

3. #1 Select the quantity of 

desired permits.  

#2 Select Add To Cart. 

Select the sticker(s) number 

that you will be giving to 

the customer  

#3 Select Go To Cart. 

 

 

 

 

 

 

 

 

 

 

4. #1 Select Payment Type 

#2 Select Process Order 
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Order Summary 

 

5. #1 Print Documents- A printer dialogue box may pop up. See page 7 for instructions. 

#2 Finish Order to complete the transaction.  

The system will automatically email them a receipt of the completed transaction. 
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Printer Dialogue Box 

#1 select the printer from the list. 

#2 select Print.  

#3 Complete #2 from page 3. 
 


