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Overview 

This manual will show you how to: 

• Navigate to Visitor Parking 

• Create a New Visitor Parking Request 

• Approve a Visitor Parking Request 

• Edit a Visitor Parking Request 

• Copy a Visitor Parking Request from an existing one 

• Create a Visitor Parking Request similar to an existing one 

• Cancel a Visitor Parking Request 
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Navigate to Visitor Parking 

1. Access Visitor Parking by visiting the following URL:  https://my.csus.edu. 

2. Sign in with your SacLink ID and password. 

 

3. Select the Finance Access link in the Related Links section. 

 

4. Visitor Parking Navigation: CSUS Custom Objects > Visitor Parking > Maintain 
Request. 
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Create a New Visitor Parking Request 

1. Navigation:  CSUS Custom Objects > Visitor Parking > Maintain Request > Add a 
New Value. 

2. Click the Add button. 

 

3. On the Request form (see picture below), the Requester will default to your 
department. 
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4. Click the   icon next to the Request Type field to obtain a list of valid request 
types. 

5. Enter details in the following Required fields: 

a. Event/Purpose 

b. Location  

c. Time of Event field 

d. Effective Date(s) 

e. Name 

f. Distribution 

g. By 

6. Refer to the UTAPS website 
http://www.csus.edu/utaps/Visitor_&_Special_Event_Parking.htm for further details. 

 

7. Click the Save button. 
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8. Note that the Status is currently listed as "Pending". 

9. After saving, the Request ID changes from "NEXT" to an assigned number. Your 
request is now ready to be approved. 
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Approve a Visitor Parking Request 

After entering a request, you can save the data and return later to approve it or you can 
immediately approve the request without navigating away from the page. If you have just 
entered a request and still have the Maintain Request page open, skip to step 4 on the 
next page (p.9).  

1. Navigation:  CSUS Custom Objects > Visitor Parking > Maintain Request > Find an 
Existing Value. 

2. Enter your Request ID. 

3. Click the Search button. 
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4. Click on the  Approval icon located in the upper right hand corner. 

5. Click the Save button. 

Once the Request has been approved, the green check mark will turn grey. The Status 
will change from Pending to Approved. 
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Edit a Visitor Parking Request 

A request may be edited provided that the Status of the request is still "Pending" or 
"Approved". If the Status currently displays "Authorized" or "Printed", please contact 
UTAPS at extension 87275 (x8PARK).  

1. Navigation:  CSUS Custom Objects > Visitor Parking > Maintain Request > Find an 
Existing Value. 

2. Type your Request ID. 

3. Click the Search button. 
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4. Click the   Edit icon located in the upper right hand corner. 

5. Make the necessary corrections. 

6. Click the Save button. 
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7. If you wish to approve the request immediately, click the  Approval icon located 
in the upper right hand corner. 

8. Click the Save button again. 

Once the Request has been approved, the green check mark will turn grey. The Status 
will change from Pending to Approved. 
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Copy a Visitor Parking Request from an existing one 

1. Navigation:  CSUS Custom Objects > Visitor Parking > Maintain Request > Add a 
New Value. 

2. Click the Add button. 

 

3. From the request form, click the   button next to the Requester field. 
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4. Now you can select the request you wish to copy from. If you know the Request ID of 
the record you would like to copy from, enter it in the Request ID field. Otherwise, 

you can click the  icon for a list of all requests. 

5. Choose the request that you would like to copy from. 

6. Click the OK button. 

 

7. The Request form now contains data from the request that you copied. 

8. Make any necessary changes to the data. 

9. Click the Save button. 

10. If you wish to approve the request immediately, click the  Approval icon located in 
the upper right hand corner.  

11. Click the Save button again. 
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Create a Visitor Parking Request similar to an existing one 

1. Navigation:  CSUS Custom Objects > Visitor Parking > Maintain Request > Find an 
Existing Value. 

2. If you know the Request ID of the record you would like to copy from, enter it in the 

Request ID field. Otherwise, you can click the  icon for a list of all requests. 

3. Choose the request that you would like to use in creating your new request. 

4. Click the Search button. 

 

 

 

 

 

 

 
Sacramento State CMS 15



 
Visitor Parking User Guide 

 

5. The Request form is now displayed. 

6. Click the   button located near the Requester field. 
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7. A new Request form is created using data from the request you chose. 

8. Make the necessary corrections. 

9. Click the Save button. 

10. If you wish to approve the request immediately, click the  Approval icon located in 
the upper right hand corner. 

11. Click the Save button again. 
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Cancel a Visitor Parking Request 

A request may be cancelled provided that the Status of the request is still "Pending" or 
"Approved". If the Status currently displays "Authorized" or "Printed", please contact 
UTAPS at extension 87275 (x8PARK).  

1. Navigation:  CSUS Custom Objects > Visitor Parking > Maintain Request > Find an 
Existing Value. 

2. Type your Request ID. 

3. Click the Search button. 
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4. Click on the   Cancel icon located in the upper right hand corner. 

5. The Status will change from "Approved" to "Cancelled". 

6. Click the Save button. 

The request has now been cancelled. 
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