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Vehicle Permit Sales in OMS – How to (Administration) 
 

Correct customer contact information is critical.  This information is used for department 
mailings of surveys, newsletters, and other promotional materials. Incorrect information will 
cause delays, add additional costs to mailings, and creates dirty data.     
 

1) Click on 'Sell Vehicle Permit'. 
 

 
 
 
Search the system to see if the customer already exists in it (For best results use First 
Name, Last Name, and set Year to 'All' for this search). 
 

 
 
If the search returns the correct customer, click on their name.  If not, click on 'New 
Customer'. 
 
Next select the 'Permit Holder' and select the correct Senior Resident radio button.  Then 
click on 'Continue'. 
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The reminder to allow 5 business days for the permit to be mailed only applies to purchases 
that are not immediately fulfilled. 
 
The following example is for a gift permit.  A permit purchased 'For Yourself' will show the 
same screen minus the 'Gift Information' section. 
 
Make every attempt to get the correct address for the gift recipient. Search the internet if 
needed.  Enter the information (* indicates a required field). 
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NOTE:  If the customer does not have the 'License Plate No.' just enter park initials and 
year in that field. Example:  BLSP2016 
Clicking on 'Continue' will take you to the Shopping Cart.   
 

 
 
Click 'Checkout'.  This will take you to the Billing Information screen: 

 
 
Note:  Be sure to enter an email address if the customer wants an emailed confirmation of 
this purchase. 
 
Clicking 'Submit' will finalize the purchase and take you to the Payment Confirmation 
screen. 
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