
APPLYING FOR AN SOV PARKING PERMIT – GR 

Step 1 – After selecting Permits on the GR homepage, click Create SOV Permit Application  
 

 

Create SOV Permit Application 
 

Step 2 – Review the information on the Request Permit Eligibility page for accuracy.  Make 
any necessary changes.  Fields marked with an asterisk (*) are required fields. 
 

 

Select User 
 
Step 3 – After reviewing and/or updating the information on the Request Permit Eligibility 
page, select Next. 

 
Step 4 – Select the permit type: either Car or Motorcycle. 
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Select Permit Type 
If Car is selected, the Vehicles on File* page for cars will display.  Select the checkbox for 
each vehicle associated with this request.  The vehicles displayed are vehicles from your 
profile.   
 

 

Select Vehicle(s) 
 
If Motorcycle is selected, the Vehicles on File* page for motorcycles will display.  Select the 
motorcycles(s) associated with this request.  The motorcycles displayed are vehicles from 
your profile.   
 

 
Select Motorcycle(s) 

 
To add a new vehicle, select +Add A Vehicle        in the Select Vehicles tab.  The Add 
Another Vehicle dialog will display (Figure 75). Complete the Add Another Vehicle dialog.  
Click Save. 
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Figure 1 – Add Another Vehicle 

If a vehicle edit is required, click the respective vehicle in the Make/Model column in the Select 
Vehicles tab. The Vehicle Record page for the selected vehicle will display.  Click Update 
Vehicle and/or Upload Registration as applicable. Make updates as needed.  You can also 
update a vehicle by selecting the appropriate option under the Actions column in the Select 
Vehicles tab. 
 

 

Select Vehicle(s) 
 

 

Figure 2 – Update Vehicle 
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Upload Vehicle Registration 

A car is required to have a VIN number entered in the vehicle record to receive a parking 
permit.  A motorcycle is required to have a VIN number entered in the vehicle record and 
a registration uploaded to the vehicle record to receive a parking permit. 

Step 5 – After selecting the desired vehicle(s), click Next. 
 

  

Selecting Vehicles for Permit Request 
 
Step 6 – At the Request Permit Eligibility page, review the parking permit request for accuracy. 
To edit the request, select Go Back.  To cancel the request, select Cancel.  To submit the 
request, select Done. 
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Permit Request Review 
 
Upon successful submission, the permit eligibility request will be routed to the CPR for review. 
 
Step 7 – The CPR receives a task to review the SOV request and determine eligibility. 
 

 

Review Eligibility for SOV 
 

Step 8 – The CPR accepts the task, reviews the request, and determines SOV eligibility.   

• Review the SOV Permit Application for accuracy. 
• Make updates as needed (where applicable). 
• The CPR can deny or approve the eligibility.   

o To deny the SOV Permit Application for eligibility, click DENY. 
o To approve the SOV Permit Application for eligibility, select an allocation, located 

under the Select An Allocation section, and click APPROVE. 
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Review SOV Permit Application for Eligibility 
 

If the SOV eligibility is denied by the CPR, the GR will receive a confirmation email stating the 
eligibility was denied.  If the CPR determines the GR is eligible for a permit and parking 
allocations are available, the GR will receive an email stating the eligibility was approved for a 
parking permit.  A task will appear in the GR task grid with instructions to proceed with the SOV 
permit request.  
 
Step 9 – If the GR is eligible for an SOV permit, the GR receives a task to sign and upload a 
DD1199 and Acknowledgement Statement.   
 

 

Figure 3 – SOV Permit GR Task – Sign/Upload 
 

Step 10 – The GR digitally downloads, signs, uploads, and submits a signed DD1199 and 
Acknowledgment Statement. 
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Upload Signed DD1199 and Acknowledgment Statement (GR) 
 

Step 11 – The CPR receives a task to review the SOV permit application. 
 

 

SOV Review Task (CPR) 
 
Step 12 – The CPR accepts the task. (See Figure 87.) 

• Review the SOV Permit Application for accuracy. 
• Make updates as needed (where applicable). 
• The CPR can deny or approve the eligibility.   

o To deny the SOV Permit Application, click DENY. 
o To approve the SOV Permit Application, click APPROVE. 

 

Figure 4 – CPR Review 
 

If the SOV Permit Application is denied by the CPR, the GR will receive a notification email 
stating the application was denied. If the CPR approves the SOV Permit Application, the CPR 
will proceed with signing and uploading a DD1199. 
 
Step 13 – The CPR digitally downloads, signs, uploads, and submits a signed DD1199. 
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Step 14 – The PMO receives a task to review the SOV permit application. 

 

 

PMO Review Permit Application Task 
 

Step 15 – A member of the PMO Staff accepts the task and reviews the SOV permit application. 

• Review the Applicant Summary and Permit Details for accuracy.  
• Update the application as needed (where applicable). 
• The PMO Staff member has the option to CANCEL his actions, DENY the application, or 

APPROVE the application. 
o If the PMO Staff member denies the application, a rejection reason is required. 

 
If the SOV Permit Application is denied by the PMO, GR will receive a confirmation email 
stating the application was denied. If the CPR approves the SOV Permit Application, the CPR 
will proceed with signing and uploading a DD1199. 
 

 

Figure 5 – Review SOV Permit Application 
 

Step 16 – The PMO digitally downloads, signs, uploads, and submits a signed DD1199. 
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Upon submission of the DD1199 from the PMO, a permit will be issued to the GR and the GR’s 
Permits grid will update to reflect the status of the application.  
 

 

Figure 6 – SOV Application (Permits Grid) 
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