Sac Park

City of Sacramento Monthly Parking ePermit
Platform Instructions for:
The Downtown Merchant Program
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Registration:

To register, please visit https://sacpark.thepermitportal.com/.

Enter your User information in the fields outlined below. After reviewing the Terms & Conditions,
check the box to accept them. Continue to Submit. Once you submit, you will receive an email to
verify your email and continue to the login step.

]
Sac fark

E TERMS & CONDITIONS 2

ﬂ "1 have read/agree with the terms and conditions.

2 USER INFORMATION 2

Email

Email address will be assigned as the Usermname

Confirm Email”

Home Address
Password’

Password must be a minimum of 8 characlers, 1 uppercase leffer, 1
lowercase letter, 1 number and 1 special character.

Confirm Password”
Emergency Contact

Emergency Contact Phone

Logging into the ePermit system:

To log in, please visit https://sacpark.thepermitportal.com/

Log in using your email address as the Username and enter the password you created during
registration.
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https://sacpark.thepermitportal.com/
https://sacpark.thepermitportal.com/

NOTIFICATION "
WELCOME TO THE CITY OF SACRAMENTO PERMIT PORTAL!

Please review the parking agreement and regulations; failure to do so may result in citations. { Parking Permit Secure Login

- Permits are not valid until the approval process is complete and payment has been recerved anc

« All permits are virtual and are linked wr vehicle's license plate number (Ensure you enter itc
avoid citatio yermits will not be p using a rental or borrowing ano
point, p dd the vehicle information to your pa

nt, but only one (

ble for updating their permit infi

5 on the premises.

- Acredit card processing fee of $2.50 will apply per transaction

Posted Date - 04/1872034

___
-

Once logged in, please click Buy Permit to start the application process.

Welcome: parking CSR

» :
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Permit Application process

On the following page, proceed to Select your Location from the dropdown list. Choose the
Tentative Start Date you need for the permit. Select the permit type you want to purchase and
click the Buy icon to start the application.
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1. Click Buy Permit

Welcome: :u'ljng CSR

Sac park

2. From the dropdown menu, select Downtown Merchant Program
3. Select your tentative start date

4. Click on the buy icon

CHECK AVAILABILITY ?

Select location to check permit availability.

Zone Available
Waterfront

Map Satellite

Tow"er'Brldg_e.Q Lse
ler Health Parkl

Description

| Employee Merchant Permit

Select location

Downtown Merchant Program

R UG M LU a LS

L) ('I'und Piercings
@ Kimpton Sawyer Hotel Gy

Cathedral of the @
Blessed Sacrament

(5]
@9 o 5
=
g
California State . & §
Capitol Museum | B 0
DOWNTOWN @

| _.':-'Mldtu'mm Farmers Market
State Capitolll f
Park Worldlf ¢,

California Museum Temple Co Roasters
A ¥ Capito) ) -
Peace Rose Ave. 5 Lg
Gardenff = t
§ N Keyboardshortcuts Mapdata ©2025Google  Terms

Duration Action

End Of Month

5. Please review the City of Sacramento Parking Agreement and check the box
6. On the application type, choose Individual

7. Click on the Auto Renewal box (Unchecked permits will require monthly reapplication)
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PURCHASE NEW PERMIT 2

Cligk

b view and acknowledge the City of Sacramento Parking Agreement.

i | By checking the box, you acknowledge that you have read the City of Sacramento Parking
agreement to purchase a permit.

Permit Type Parking Permits

Location Downtown Merchant Program

Permit Sub Type Employee Merchant Permit

Tentative Start Date 01/29/2025

Actual Cost $60.00

Application Type

Auto Renewal

NG

By checking this box, the above permit will automatically renew

monthly. Unchecked permits will require monthily reapplication.

8. If you do not have an address in the Address section

Click on Add Address and enter your office address
If you have an address, you can skip to the vehicle section

ADDRESS - Select/Add an Address

Select Address Phone Number Action

© ADD ADDRESS - select plus sign o add address

9. Click Add vehicle

Enter the vehicle license plate number, Nickname, and name
Enter the license plate’s issuance State

All other info is optional

Click Save

Repeat step 8 to add additional vehicles to this permit
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© VEHICLE INFORMATION *

Plate Number

NickName

Make
--Select Make-- v
Model
~Loading...—- Optional h
Color 1
—Select Color— v Required
Year
State/ Province
--Select— v

MName

Close Save

10. The Downtown Merchant Program requires Proof of Employment to be uploaded. Please click
Choose File to upload a picture of your document.
e Please note: Document format should be PDF, DOC, JPEG, JPG, GIF, or PNG.
e Proof Type should be a letter from your current employer confirming your employment. The
letter must include the following information:

=  The business's name
= Supervisor or manager contact info
=  The business address
= The Business phone number

11. After completing the application, click Submit.
Please Note: Application can take up to 3 business days to process. Parking Services will review the

application; if approved, you will get an approval email with a link to process a payment to activate the
permit.
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Payment

Please visit https://sacpark.thepermitportal.com/

Log in using your email address as the Username and enter the password you created during
registration.

e Click the My Permits icon

Sac fark

e Under Action, click View

MY PERMITS 7

Show Permits :

& Emport to Excel

Permit Mo Y St Date i g End Cute T oo Wty T Plateinfo T PermitType 1 Status 1

o Click on Proceed to Checkout

Proceed to Checkout Cancel Permit

PERMIT DETAILS 2

Parmit No : 5PP-1020 ! ! Status @ Approved

Parmit Type : king Permits
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https://sacpark.thepermitportal.com/

e Click on Pay Now

PERMIT DETAILS

Parmit No © S5FP-

Location :  Township 9

Status : Approved

e The Payment portal will come up

s

P

Check Out Summary

Dscription Agescy Aemount Dus

Sedwistal

Procwssing Fee

Tonal SE2 5D

Pa}'r:nent Information

Amcant

£
Fiidl Nadte

i 5
Last Maime

5
Card Busmbar

=
Caed Explry
Clard CVY

-

e Fill out the information on the portal
e Click Submit Payment.

Please note: Permits on approved status are not active. Payment is required to activate the
permit.
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Auto Payments

Adding a Card to your account authorizes the City To charge the card on file for permit renewals.
You must add a card to your account in order to set up Auto Payments.

Click on Permits

Click on Edit Profile

Click Add Card

The card portal will come up

Fill out the information on the portal
Click Register Card.

me Logout

& CREDIT CARD(S) - AUTO PAYMENT: ADDING A CARD TO YOUR ACCOUNT AUTHORIZES
THE CITY TO CHARGE THE CREDIT CARD FOR PERMIT RENEWALS. 2

© ADD CARD

Card Number

Card Expiry

MM v YYY v
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Vehicles updates

To add a new vehicle to your permit:

e Click on My Permits

Sac park

e Clickon View

MY PERMITS 2

1 Export to Excel

I Y SuertDete Y Y Y Platelnfo Y PemitType Y

e Scrollto the Selected Vehicle section.
e Click on the Blue here to add a vehicle.

o Thevehicle information screen will come up.
o Addthe license plate.
o Add anickname
e Forrentals, | suggest adding rental for the Nickname
o Add the plate’s state
o All othervehicle info is optional
SELECTED VEL
] ik here to add
vehicle
e Click Save.
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To remove the vehicle from the permit:

This process will remove the vehicle from the permit; however, it will remain on the account. The
vehicle can be added to the permit again.

e Click on My Permits

[ e

Sac vark

e Clickon View

MY PERMITS 72

Show Permits :

T Export to Excel

ermit N Y  SuDete Y  EndDate Y oatiens T | Phsnkbe Y |l rmtTos Y. | susm X

=

e Scrollto the Selected Vehicle section.
e Toremove the vehicle from the permit, click on the Red can.

Pt —- -

=2 ok on Red canto fummmmeilt
delete

e Click Save.
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To remove the vehicle from your account:

This process will permanently remove the vehicle from your account. This process should be used
when deleting a secondary vehicle from your account. Please note that this process will remove the

vehicle from your permit. If you only have a single vehicle listed in your permit, please add your
primary vehicle to your account.

e Click on Edit Profile

[ ]
Sac fark

e Clickon View

MY PERMITS 72

Show Permits :

T Export to Excel

pomiie’ V.| sunote T | wdbste Y| teotien V.| veniss Y | vemnvge V| suem ¥

e Scrollto the Selected Vehicle section to view all of your vehicle records.
e Clickthe X on the vehicle record you want to remove from your account.

VEHICLE|S)

Afe adoing of updsting wehichins, pliass click o tha S Burinn Balow [ sl yoLE Changia
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To assign an existing vehicle back to your permit:

e Click on My Permits

Sac park

e Clickon View

MY PERMITS 2

Show Permits :

T Export to Excel

ol B Yl saat Dane Y | Eedbue 4 S " Y |l rmtTos Y. | susm X

e Scrollto the Selected Vehicle section.
e Click on the dropdown list to select an existing vehicle (Nickname)

SELECTED VEHICLE 2

To Add a new vehicle, click

To Add an existing vehicl is permit, please select
from the drop down list and

Plate Number

lodel Color Action
K eiels
vehicle

e Click Save.

Cancel account

Account holders may close or make changes to their account before the first of the month to avoid
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assessment of fees for that month.

Please download and submit the Change Order Form from www.sacpark.org or provide written
notification (email) to the Parking Division. Additional fees may apply if account closures are not
requested correctly prior to the first of the month.

Contact Us
Phone: 916-808-8588
Email: ParkingCSR@cityofsacramento.org
Schedule: Mon — Fri 8:00 AM to 5:00 PM PST

Afterhours: 311 | 916-808-5011
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