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Visitor Parking User Guide

Overview

This manual will show you how to:

e Navigate to Visitor Parking

e Create a New Visitor Parking Request

e Approve a Visitor Parking Request

e Edit a Visitor Parking Request

e Copy a Visitor Parking Request from an existing one

e Create a Visitor Parking Request similar to an existing one

e 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.

Related Links

'Sac State Home
Office of Human Resources

CMS Home

Welcome
My Sac State: Your personalized information begins here!

Ky Sac State is your source for the latestinformation affecting . . . you

In the months ahead, My Sac State will become your one-stop access point for scores of
campus resources for students, faculty and staff - e-mail, advising. admissions and
registration, human resources, and more. You will be able to get it any time, from any Internet

connection

Already campus employees can use My Sac State to
« \iew and update personal information such as emergency contacts, addresses and phone numbers
« view paycheck and compensation history
» \iew benefits information.

To use My Sac State, enter your SacLink ID and password in the Signon pagelet in the upper left corer of this page

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

home | help | sign out

Personal Information
J summary
Phone Numbers
' Emergency Contacts
Home Address

Benefits

Benefits Summary
Health Care Summary

vin mma

Payroll & Compensation

'View Paycheck
' Compensation History

Announcements
Welcome to the Employee Home Page!!
Please visit the Sac State to view or print the CMS HR Self Service Training Guide. For

updates and pertinent information regarding Benefits or Payroll, please visit the HR Website and
review the "HR Self Service Training Guide” document.

Contacts
For official verification purposes, or to report discrepancies, please contact

Benefits Information
HR Benefits Office Sacramento Hall 162 916-278-6213

Personal Information
Paycheck Information
HR Payroll Office Sacramente Hall 161 916-278-6211

Related Links

HR/SA Access

HR/SA new cpans in this window

Benefits Provider Contacts

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.

Maintain Request

{ Eind an Existing Yalue | Add a New Value

Setily:

Request ID:

Add

Find an Existing Yalue | Add a Mew Value

3. On the Request form (see picture below), the Requester will default to your

department.

{ Maintain Request

‘Requester: | Y0Ur Department

‘Request Type: Q

‘Mo. of Permits: |1

‘Bvent/Purpose:
‘Location:

*Time of Event:

Name:

Vehicle License:

Distribution: QU oy E

Phone: |

Comments:

SpeedType: Q
Amount:

B save | [=] Notify

Setll: SACST RequestiD:  NEXT Created Date: 095052006  Created By:  Jane Doe

Q Copy From... 4 X

Status: Pending

Printed:

Approved:
Authorized:
Last Updated:

Eff Date: [ EndDate: [5]

OR
Day 1: H  Day4: El
Day 2 El Day 5: B

Day 3 [&4] Clear Dates

Click here for information on charges

B &cicd
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4. Click the Q

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

icon next to the Request Type field to obtain a list of valid request

http://www.csus.edu/utaps/Visitor & Special Event Parking.htm for further details.

{ Maintain Request

SetlD:

'Requester:

SACST RedquestID:

MNEXT

Your Department

Created Date:  09/05/2006

Created By: Jane Doe

QU CopyFrom.. 4 X

Status: Fending

‘Request Type: ¥ | visitar Printed:
*‘No. of Permits: |1 Approved:
Authorized:
‘Event/Purpose:| Adiunct Faculty Last Updated:
‘Location: |Athletice
Ti - | 8:00 am tao 11:00 am Maniyed
Time of Event: Eff Date: |08i06/2006 |51 End Date: [01/28i2007 |5
Name: John Doe =
Day 1: El Day 4: el
Vehicle License:
Day 2: El Day 5: Bl
‘Distribution: INFC | 'py; |09/062008  |[ Day 3: E] Clear Dates
Phone; | 300K
Comments: | Your comments here
SpeedType: Q
Amount: Click here far infarmation on charges
Save | =] Motity B Acldd
7. Click the Save button.
Sacramento State CMS 6
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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.

i Maintain Request
Setld:  cACST( RequestID: 0600010121 Created Date: 09052006  Created By:  Jane Doe
'Re(luegter: Your Department Q El/ x
‘Request Type: [¥1 |24 visitor Printed:
*No. of Permits: |1 Approved:
Authorized:
‘EventPurpose: |Adiunct Faculty Last Updated: Q9/05/06 &:55:5280 Jane Doe
‘Location: |Athletics
‘Time of Event; |8:00 am 10 11.00 am Monied Eff Date: |09/062006 |5  End Date: |01/2ziz007  |[5)
Name: John Doe =
Day 1: E] Day 4: El
Vehicle License:
Day 2: E] Day 5: El
“Distribution: |[MFC |2 +py; |09/062006 |5 Day 3: E Clear Dates
Phone: |30
Comments: | TOUr comments here
SpeedType: Q
Amount: Click here far infarrmation on charges
B Save Motity s Addd
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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.

Maintain Request
Enter any information you have and click Search. Leave fields hlank for a list of all values.

[ Find an Existing Value Y{_Add a Mew Value

Setil:

Request ID: hegins with » ||05000101 21 &)
Request Date: = w P

Request Type: hegins with QL
Fequest Status: | = w w
Event Name: hegins with

Requester: hegins with QL
Created By: heging with + ||Jane Doe &)
Distribution Date: | = W b

[]case Sensitive

‘m Clear | Basic Search Save Search Criteria

N

Find an Existing Yalue | Add a Mew Yalue
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4. Click on the

4

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.

{ Maintain Request '

‘Requester:

‘Request Type:

*No. of Permits:

‘Location:

‘Time of Bvent:

Hame:

Vehicle License:

‘Distribution:

‘EventPurpose:;

SetlD: SACST RequestID:  0g00010121 Created Date: 08/05/2006  Created By: Jane Doe

Your Department QL Create Like... @ x
Status: Fending

M visitor Printed:
1 Approved:
Authorized:
Adjunct Faculty Last Updated: 090506 B:55:524M Jane Doe
Athletics

2:00 am to 11:00 am MontVed

Eff Date: |0906/2006 |3 End Date: |01/28/2007 |z
OR

John Daoea
Day 1: 3 Day 4: 3

Day 2: 3 Day 5: 3

INFC | Q) gy |DS/0G2006 [ Day 3: el Clear Dates

Comments:

Phone: |EW

Your camments hare

SpeedType: Q

Amount: Click here for infarmation an charges

@ LLReturn to Search| [=] matity | S Aol
AN VA

S
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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

Edit a Visitor Parking Request

UTAPS at extension 87275 (x8PARK).

1. Navigation: CSUS Custom Obijects > Visitor Parking > Maintain Request > Find an

Existing Value.

2. Type your Request ID.

3. Click the Search button.

Maintain Request

SetlD:
Request ID;

Request Date: =

[l case Sensitive

j Find an Existing Value Y{_Add a Mew Value

Enter any information you have and click Search. Leave fields blank for a list of all values.

hiedins with

w

Request Type: hiedins with
Request Status; = W
Event Name: hegins with
Requester: begins with
Created By: hiedins with
Distribution Date: | = W

¥ ||0600010121

W

W

* || Jane Doge

JeEye

Q
Q
El

( Search Clear | Basic Search Save Search Criteria

Find an Existing Yalue | Add a Mew Value

Sacramento State CMS
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4. Click the 7

5. Make the necessary corrections.

6. Click the Save button.

Edit icon located in the upper right hand corner.

SetlD:

Requester:

No. of Permits:

Location:

Time of Event:

Name:

Phone:

SpeeadType:

Amount:

{ Maintain Request

SACST RequestID:

Request Type:

Evemt/Purpose:

ehicle License:

Distribution:

Comments:

@ LLReturn to Search

06000101721

Your Department

Wl Wigitor
1

Adjunct Faculty
Athletics
8:00 arm to 11:00 arm Monied

John Doe

INFC By: 09i06/2006
EREEH

Your comments here

Matify

Created Date:

090572006

Created By: Jane Doe

Create Lika. .

Printed:

Approved: 09/05/06 2:09:398M Jane Doe

Authorized:

Last Updated: 09/05/06 3:09:394M Jane Doe

Eff Date: 095062006 End Date: 01/282007
OR
Day 1: Day 4:
Day 2: Day 5:
Day 3:

Click here for information on charges

B Add

N—
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7. If you wish to approve the request immediately, click the

in the upper right hand corner.

8. Click the Save button again.

Approval icon located

Once the Request has been approved, the green check mark will turn grey. The Status

will change from Pending to Approved.

{ Maintain Request
SetlD: SACST RequestID: 0600010121 Created Date: 09/05/2006 Created By: Jane Doe
‘Requester: | 'our Department Q. Create Like... @ b 4
Stat ng
‘Request Type: ¥ | visitar Printed:
*‘No. of Permits: |1 Approved:
Authorized:
‘Event/Purpose:| Adiunct Faculty Last Updated: 0905/06 2:5552aM Jane Doe
‘Location: Athletics
Ti - | 8:00 am tao 11:00 am Maniyed
Time of Event: Eff Date: |08i06/2006 |51 End Date: [01/28i2007 |5
Name: John Doe =
Day 1: El Day 4: I
Vehicle License:
Day 2: E  pay5: B
‘Distribution: INFC | 'py; |09/062008  |[ Day 3: E] Clear Dates
Phone: |8W
Comments: | Your comments here
SpeedType: Q
Amount: Click here far infarmation on charges
/;Q LLReturn to Search | =] natity | B 2t
Sacramento State CMS 12
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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.

Maintain Request

{ Eind an Existing Yalue | Add a New Value

Setily:

Request ID:

Find an Existing Yalue | Add a Mew Value

. Copy From... .
3. From the request form, click the button next to the Requester field.
{ Maintain Request '
SetlD: SACST RequestID:  MEXT Created Date: 09/05/2006  Created By:  Jane Doe
'Re{luegter: Your Department Q El/ x
Status: Pending
‘Request Type: [ | L visitar Printed:
*‘No. of Permits: |1 Approved:
Authorized:
‘Event/Purpose:| Adiunct Faculty Last Updated:
*‘Location: Athletics
Ti - | 8:00 to 11:00 Montyed
Time of Event: |5-71 3M 10 am Monive Eff Date: |09/06/2006 |5 End Date: [01/28/2007 |5
Name: John Doe =
Day 1: B Day4: EX
Vehicle License:
Day 2: B Day5: ]
“Distribution: INFC |2 +py; |09/06/2006  |[31 Day 3: Bl Clear Dates
Phone: | 3000
Comments: | 7OUr comrments hare
SpeedType: Q
Amount: Click here for information on charges

& save | [=] Motify [ 2l
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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,

Q

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.

Copy Visitor Parking Request

SetiD: SACST

Request ID; Q
(0] 4 Cancel

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.

74

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

Approval icon located in

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

1.

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

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

Q

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

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

Click the Search button.

Maintain Request
Enter any information you have and click Search. Leave fields hlank for a list of all values.

[ Find an Existing Value Y Add a Mew Valug

SetlD:
Request ID: hegins with » ||0500010121

Request Date: = w

o E P

Request Type: heding with
Fequest Status: = W W

Bvent Name: hiedins with

Requester: hiedins with

Q
Created By: begins with  |[Jane Doe aQ,
Distrilnmtion Date: | = L Eﬂ

[l case Sensitive

Search Clear | pasic Search Save Search Criteria

Find an Existing “alue | Add 3 Mew Walue
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L]
5. The Request form is now displayed.
6. Click the Create Like.. button located near the Requester field.
[ Maintain Request

Requester:

Request Type:

Mo. of Permits:

Event/Purpose:
Location:

Time of Event:

Name:

Vehicle License:

Distribution:

Phone:

Comments:

SpeedType:

Amount:

Setl: SACST  RequestID:

Bl save | SLReturnto Search

Your Department

Wl Wisitor
1

Adjunct Faculty
Athletics

2:00 arm to 11:00 am Monfed

0600010121

Created Date:  09/05/2006

F X

Created By: Jane Doe
Status: Approwved

Create Lika. .
Printed:

Approved: 09/05/06 3:09:29AM  Jane Doe
Authorized:

Last Updated: 09/05/06 3:093:29AM  Jane Doe

Eff Date:  09/06/2006 End Date: 01/22i2007

John D oR

nnnUne Day 1: Day 4:

Day 2: Day 5:
INFC By: 09/06/2006 Day 3:
e
Your comments here
Click here for information on charges
+=] Previous in List | +E] Mext in List Matify [EpAdd

Sacramento State CMS

16




Visitor Parking User Guide

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

the upper right hand corner.

11. Click the Save button again.

%

Approval icon located in

{ Maintain Request

Setll: SACST RequestID:  MEXT

‘Requester: [Your Department

‘Request Type: [T |4 visitor

*No. of Permits: |

‘EventPurpose: Adjunct Faculty
‘Location: | Athletics

‘Time of Event: [5:00 am to 11:00 am TueThur

Name: |/ohn Doe
\fehicle License:

‘Distribution: |INFC | QL gy; (09062006 |31
Phone: |BX00(

Comments: | our comments here

SpeedType: Q
Amount:

@ Matify

Created Date:  09/05/2006

Created By: Jane Doe

Q & X
Status: FPending
Printed:
Approved:
Authorized:
Last Updated:
Eff Date: |09/0G/2006 |3  End Date: [01/28/2007 |
OR
Day 1: El Day 4: H
Day 2: 5 Day 5: 5
Day 3: B Clear Dates

Click here far information on charges

[E i
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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 Obijects > Visitor Parking > Maintain Request > Find an
Existing Value.

2. Type your Request ID.

3. Click the Search button.

Maintain Request
Enter any information you have and click Search. Leave fields blank for a list of all values.
j Find an Existing Value Y{_Add a Mew Value
SetlD:
Request ID: begins with + ||0600010121 Q,
Request Date: = w El
Request Type: hegins with ')
Request Status; = W W
Event Name: hegins with
Requester: beging with QL
Created By: begins with + [|Jane Doe Q
Distribution Date: | = v El
[]case Sensitive

Search Clear | Basic Search Save Search Criteria
Find an Existing Yalue | Add a Mew Value
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4. Click on the X 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.

[ Maintain Request

Setll: SACST RequestID: 000010121 Created Date: 09/05/2006  Created By: Jane Doe

Requester: Your Department Create Like...

Status: Approved

Request Type: vl Visitar Printed:

Mo. of Permits: 1 Approved: 09/05/06 9:09:39AM Jane Doe
Authorized:

EventPurpose: Adjunct Faculty Last Updated: 09/05/06 9:09:39AM Jane Doe

Location: Athletics

Time of Event: 2:00 amto 11:00 am Moniwed

Eff Date:  09/06/2006 End Date: 01s28r2007
N John D oR
ame: John Dog
: Day 1: Day 4:
Vehicle License:
Day 2: Day 5:
Distribution: [MFC By: 09/06/2006 Day 3:
Phone: 8000
Comments: | 7our comments here
SpeedType:
Amount: Click here for information on charges
\ Save ) E\ReturntoSearch | +E Previous inList | +E Mextin List | [=] Motify S Acd
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