
 

REQUESTING A PARKING CLEARANCE – GENERAL REQUESTOR 

Individual Clearance 

In the Parking Management System (PMS), the General Requestor (GR) can submit, edit, view, 
or cancel individual parking clearance(s) for themselves.  A GR cannot submit, view, or alter 
parking clearances on behalf of another user. A GR with Metro Transit Benefits Program (MTBP) 
privileges or who is a permit holder can request temporary parking clearances for up to eight days 
per calendar month. A GR who does not have MTBP privileges or is not a permit holder can 
request temporary parking clearances up to 10 days per calendar month. The selected days can be 
nonconsecutive days. If a temporary parking clearance is needed for longer than the allotted days, 
the GR should contact the PMO for further assistance. 

GR Homepage - Clearances 

Upon successful login to the PMS, the GR will be presented with their personalized PMS 
homepage. 

 
GR Clearances      Homepage 

 

From the homepage, the GR has several options: 

• Update the Profile 
• Return to the homepage 
• Apply for a Parking Clearance 
• Add a vehicle 

 
To update the user profile, click Update Profile located underneath the user’s name. 

To return to the main homepage, click the WHS icon              located in the upper left 
corner of the webpage. 
 

 
GR User Profile Update 
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To add a vehicle, click + Add a Vehicle under the Vehicles section of the PMS GR 
homepage. 

 
 

GR Add a Vehicle 
 

To apply for a parking clearance, click Apply for a Clearance Temporary Parking. 

 
GR Apply for a Clearance 

 
To edit or delete a vehicle, click as appropriate the edit or the trash can icon located next to the 
vehicle you want to modify. 

 

 
Stored Vehicles 

 
If a vehicle is used in a past or current clearance request, you will not have the option to 
delete the vehicle. If you need to delete a vehicle from your PMS homepage but are unable 
to do so, contact the PMO for assistance. 
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To review or modify parking clearances that were previously submitted, refer to the 
Clearances section located near the center of the PMS homepage. 
 

 
PMS GR Your Clearances 
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Requesting a Temporary Clearance 

Step 1 – From the PMS homepage, click Apply for a Clearance - Temporary Parking 

 
PMS GR Apply for a Clearance 

 
The Temporary Parking Clearance Request page will be displayed. 
 
Step 2 – Complete the sections on the Temporary Parking Clearance Request page. 
 

 

 
Temporary Parking Clearance Request 

 
Location: Select the visiting location. Depending on your selection, you may be prompted to 
choose a sub location (i.e., a specific parking area). 
 
Driver Information: Review the Driver Information section for accuracy. The Department, 
Agency, Division, Room Number, and Phone Number can be modified by updating your 
profile. All other information is derived from your CAC and cannot be modified from the 
PMS website. 
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Visitee Contact Information: Are you visiting a POC at the location? 
• If the answer is no, select the Me radio button. 
• If the answer is yes, select the Someone Else radio button. 
 
You will be prompted to provide the contact details for your Point of Contact (POC). You can 
search for the POC’s contact information by entering their government email address in the 
Search by email* field or you can enter their contact information manually by selecting 
Create New POC. 

 
Visitee Contact Information 

 
If you choose to enter your POC’s information manually, select the CREATE NEW PERSON 
option (See Figure 15).  
 
The Create Visitee Record dialog will be displayed. 
 
Complete the Create Visitee Record dialog. Click Submit. 
 

  
 

New Point of Contact (Visitee) 
 
Visitee Information: After providing the visitee’s details, review the Visitee Contact 
Information section for accuracy. This section will reflect your POC’s contact information. 
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Vehicle Information: Select the vehicle associated with this parking clearance request. You 
can either add a new vehicle or choose an existing vehicle on file (See Figure 17). 
 
 
To add a vehicle, select + Add a Vehicle located under the Vehicle Information section. 
 

 
Vehicle Information – Add a Vehicle 

 
Add the vehicle details to the Add Another Vehicle window by completing the required 
fields. 
Upon completion, click Save. 

 
Add Another Vehicle 

 
The newly added vehicle will now be listed in the list of your vehicles to choose from. 
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To choose an existing vehicle or a recently added vehicle, select the vehicle from the list of 
existing vehicles located under the Vehicle Information section. The desired selection will 
be highlighted in blue (as in the sample below). 
 
You also have the option to edit a vehicle in your list of existing vehicles. To do so, click on 
Update Vehicle for the vehicle you want to modify.          Make the needed changes and 
click Save. 

 
List of Available Vehicles 

 

 

Update Vehicle 
 

Clearance Dates: Enter the desired dates for this parking clearance request. You are allotted up 
to eight days per calendar month for MTBP and permit holders and up to 10 days per calendar 
month for non-MTBP and non-permit holders. You cannot select a date more than 30 days in 
advance. Your dates can be nonconsecutive. 
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Clearance Dates 

 
The current date will automatically appear in a row underneath the Clearance Dates 
section. To edit this date, click on the calendar icon in the date row and select a new date. 
 

 
Edit Clearance Date 

 
To add a new date row, click + Add Date located under the Clearance Dates section. 
Next, click the calendar icon in the date row and select the desired date. 
To delete a date row, click on the trash can icon located in the date row you want to delete. 
 
After the dates are selected, the application will display the number of days you have used 
thus far for the specified month and the number of days you have remaining for the 
specified month. 

Overnight parking is not allowed. You can park between the hours of 0500 and 1800. 

Comments: If desired, enter comments associated with this parking clearance request. 
There is a 2000-character limit. This section is optional. 
 
File Upload Section: If desired, attach files associated with this request by selecting Upload 
or dragging and dropping files in the Drop files here field           located in the File Upload 
Section next to the Upload button. This section is optional. 
 

 
 

File Upload Section 
 

Step 3 – After completing all sections, click Save (located in the bottom right corner of the 
Temporary Parking Clearance Request webpage). 
 

Upon successful completion, a confirmation page will appear stating that your clearance 
was successfully created. 
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Confirmation Page 

 

You will receive an email confirmation when your parking clearance request is approved or 
rejected by the PMO. 

Submission of a parking clearance request does not constitute approval. The request must 
be approved by the PMO. 
 

View, Edit, or Cancel Parking Clearance Requests 

From the homepage, the GR can view, edit, cancel, or check the status of a parking clearance 
request under the Clearances section. 

 

 
Your Clearances 

 

Submitted parking clearance requests can be filtered by Location, Clearance Type, Status, and 
Clearance Dates. 
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Parking clearance requests in “Submitted” status can be edited or canceled. To edit or cancel a 
parking clearance that has been submitted, click on the edit icon or the cancel icon associated with 
the clearance ID you want to edit or cancel.  

 
Editing a Parking Clearance 

 
 
 
To sign out of the application, click the silhouette located in the upper right corner of the 
webpage. 
 

  
PMS Profile, Settings, Sign Out 
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