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How to make an application 
 

To apply for a Virtual Permit / Visitor Voucher permit click on the ‘Permit Application – Apply for a 
permit’ option. 

 

Click on permit category which will have a drop down menu, on here you will need to select 
‘Resident Visitor Vouchers Controlled Parking Zone’, unless the address is within a Controlled Parking 
Area (CPA). Your address will automatically appear then click next. 

 

You will then need to select between ‘Virtual Permit / Visitor Voucher (CPZ)’ or ‘Paper Permit / 
Scratch Card (CPZ) if the property is entitled to both types of vouchers. 

 

 

 

 



 

 

 

Once you have selected which vouchers you require, the information will populate and you will be 
asked a series of questions. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

The information populated will include; 

 How long the issue period is for. 
 The start and expiry date will automatically populate based on the day of application. 
 There are questions to ask if you are aware that the vouchers are for use only by visitors to 

the property and that no refunds will be given should you no longer need the permit. 

Once you have completed this section, you will then be asked to review the application, if you are 
happy with the information, please tick the box to say you accept the terms and conditions. Then 
click Proceed. 

 



 

 

 

 

 

 

You will then be asked to upload proof of residency by clicking on ‘Upload Supporting documents.  

 

You will then need to select ‘Add document’. 

 

 

 

 

 

 

 

 

 



 

 

 

 

You will then be asked to select a document type from the drop down menu, this will show you all 
documents we can accept as proof of residency. You will then need to select browse to upload your 
documentation. 

Followed by ‘add’ once you have uploaded it.  

 

You then select finish and it will advise that your application will be reviewed. 

 

 

 



 

 

 

 

After you have clicked ‘finish’ this will take you back to the home screen whilst The Parking Shop are 
reviewing your application.  
 
Once your application has been acknowledged, you will receive an email to say that your application 
has been approved.  
 
Once your permit has been ‘Approved’ you will receive an email.  

When you return to the main screen of your account where you will see a large ‘P’ for visitor 
vouchers. 

 

 

 

Once your application has been approved and submitted, you should receive an email to inform you 
of the decision.  

 



 

 

 

You will receive email confirmation if your application has been successful and you will need to 
return to the main screen of your account where you will see a large ‘P’ for visitor vouchers. 

 

To book a session and obtain a voucher, click on the ‘P’ icon. This will then take you to a new window 
which will automatically sign you in.  

On the following screen it will tell you the zones you are entitled to and how many sessions. 

 

 



 

 

 

If you click on ‘Topups’ this will take you to step 1 of 3 to obtain the visitor vouchers.  

This will take you to a page where you click on ‘Buy Topup’.  

 

You may select a total of 36 sessions in each 28 day period for a total cost of £9.00, to select this click 
‘Pay’. 

 

Once you have clicked ‘Pay’ this will take you to the payment screen. Once payment has been made, 
your vouchers are live. 



 

 

How to Make Payment 
You will now be required to make payment for the vouchers.  

PLEASE NOTE: Payment must be made prior to being issued with the vouchers, without evidence of 
payment found to have been made, our Civil Enforcement Officers may issue the vehicle with a 
Penalty Charge Notice (PCN). 

If you select ‘Pay’ on the screen, you will be then transferred a further screen where you would need 
to make payment using a credit/debit card by entering the billing address and card details. 

 

Once payment has been made, you will receive confirmation of the payment being successful and 
the voucher being issued.  
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