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Parker Portal User Guide 
 
In the Parker Portal, Parkers can manage their account in the portal. They can use the portal to pay their 
invoices, manage and cancel credentials, request additional parking, and view and print invoices. This will 
be the one-stop shop for all their parking needs 

 
Add or Update a Payment Method  
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Add or Update a Payment Method 
Through the Manage Payment Options tab, you can enroll in or update your payment method for 
automatic payment processing each month. To change your account payment method: 
 

1. Click Change Payment Method.  
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2. You will then have the option to change your payment method to Credit Card or ACH (if available). 

Once selected, click Yes. 
 

 
3. Once Credit Card or Check/ACH is selected, choose the location to add payment details to from 

the drop-down list. 
4. Then click Modify / Update to add your payment details to your account. 

 

 
 

5. The Update Payment Details pop-up window will open. Enter your payment details here.  
6. Click Save to save these payment details on file. Your account will then be enrolled in automatic 

monthly payments. 
 



 

 
3 

 
 

Requesting Additional Parking 

To request additional parking, you will want to head to the Location/Access tab.  
1. Once on this tab, you can see all the locations you have access to with the following 

drop-down. 
2. You can click on the Add Location/Parking button, and this will allow you to 

request for additional parking. 

 
Once clicked, you will be taken to the portal showing all the locations. 

 
3. Find a location that sounds good to you and click on Select Location.  
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4. This will take you to the Check Out page. Click on the space type you would like.  
5. Click on the type of credential you would like. 
6. Select how you would like to pick up the credential 
7. When would you like to start parking at this location 
8. If the location allows or requires a form of document upload, it will appear here. 
9. If you have tax exemptions, please click the Tax Exemptions 
10. Click continue to move to the next screen. 
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11. You will see a Hyperlink to the terms and conditions.  
12. Once read, click the checkmark denoting that you understand the terms and 

conditions. 
13. Click Add Parking to add the location.  

 
Please note that if you do not have payment information on file and need to pay anything, 
you will need to add it here.  
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Viewing A Virtual Credential 

When you sign up for new parking, you will be given a credential. If you waiting on the  
1. Head to the Location/Access and find the Credentials section. 
2. There is a View Digital Credential to open up a new tab with your digital credential. 
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3. On the credential, you can see the QR code, as well as the location details and 

account information. 
4. Click the Print icon to print out the credential.  
5. Click Save to keep the credential on the device.  
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Canceling A Credential 

There may be a time where you no longer need your space at a location. To cancel a 
credential, follow these steps. 

1. Head to the Location/Access tab and head to the credentials section. 
2. Click on the Cancel Credential button. 
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3. A cancellation dialog box will appear. Select the date you would like to cancel the 

credential.  
4. Click Ok to confirm the cancellation. 
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5. You will notice that the credential is now grayed out. You will not have that 
credential the following day. 

 

Pay or Download an Invoice 

 
You will want to start by heading to the Billing History tab to pay your invoice. In this tab, 
you can view, download, print, and pay your invoices. You can pay your invoices with a 
one-time credit card payment. 
 
To start head over to the Billing History tab. You will see a list of invoices. Both paid and 
unpaid.  

1. Click view/print to view the Invoice. You can print it off from here as well for your 
records. 

2. You can click Pay Invoice to make a one-time credit card payment.  
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Clicking View/Print will open a new tab with a PDF of the invoice. Please note: If the 
invoice is paid, it will have the “Paid” watermark. 
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3. A dialog box will appear. 
4. Select whether you want to pay the invoice or the whole past due amount here. 
5. Enter your billing address right here 
6. Enter your Credit Card information here. 
7. Check this box if you would like to enroll in autopay. 
8. Click Complete Payment to finish the payment. 
9. Click Cancel to not make the payment. 
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10. A dialog box will appear here. Thanking you for your payment. Click Close to close 
the dialog box.  

 
11. It will take you back to the payments screen. You will notice that the Pay Invoice 

button is greyed out. If you click on View / Print, you will now see a paid water mark. 
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