
 
Last Updated 06//03/2010                 1 

Faculty / Staff Parking Permit Purchase 
 

1. Employee Logs in to HRIS – Employee Self Service  
https://www.as.ksu.edu/psp/HRIS/?cmd=login&languageCd=ENG& 

• Use eid and password to access Employee Self Service 
Note:  This may be located under the search box, click on the  
Employee Self Service link 
• Click on Payroll and Compensation  
• Click Order Parking Permit 

        

 
 
 

 
2. You must agree to the Parking Permit Regulations in order to proceed.  Once you have read and 

understand the regulations, click the check box and then click .  Note:  The Next button will 
not be available until you agree to the Parking Regulations. 
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3. If you previously purchased a parking permit, you can select to reorder the same permit by checking 
the box next to the option to reorder.  Note:  If you have not previously purchased a permit OR want to 
make changes to permit selections see step 7. 

4. To review selections and finalize the process click . 
 

Reorder Permit from prior year 

 
 

5. Review selections.  If satisfied with permit selections, select payment method and click  to 
complete the purchase process. 

 
Reorder Permit from prior year – review selections 

 
 

6. After the  button is clicked, you will see a confirmation screen and received an email that lists 
the permit purchase details.   
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7. If you have not purchased a permit previously OR you have purchased a permit but want to change 
your selections, then select the Desired Permit Location by clicking the box next to the desired permit 
location, as described in step 5. Note: Manhattan employees will not be allowed to select a Salina 
permit and Salina employees will not be allowed to select a Manhattan permit type.  Once a Permit 
Location is selected, the   button will be visible to proceed. 

 
 
Manhattan Campus Locations 
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Salina Campus Location 

 
 

8. Select the permit type. You may select Annual or fall for each permit type.  You may select to 
purchase a Garage Access Card as well.  The cost and option to pay will be visible on the following 
screen.  Once selections are complete, click . 

 
Manhattan Campus Permit Types 

 
 
 

       
 
 
 
 
 



 
Last Updated 06//03/2010                 5 

Jardine Complex Permit Types 

 
 

          Lafene Health Center Permit Types 

 
 
      Salina Campus Permit Types 
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9. To review selections and move through the process click . 

 
 

10. Select payment method desired.  Note:  If you are an employee working less than 4/10th, payroll 
deduct will not be offered as an option as a method of payment. 

 
11. If the employee does not select a payment option and attempts to finalize the process, an error will 

appear reminding employees that a payment method must be selected. 
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12. After the  button is clicked, you will see a confirmation screen and received an email that lists 
the permit purchase details.   

 
 

 
13. If you previously completed the purchase process and attempt to order the permit again, your previous 

selections will be displayed as well as the date completed.  If changes are needed you must contact the 
parking office.  

 
 

14. If an employee logs into HRIS that is not able to purchase a parking permit, i.e. Student, they will 
receive the following message if they click on the link to Purchase/Renew a parking permit.   
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15. To exit the process without completion, you may click on any menu option or sign our of employee 
self service.  If you have data selected but have not submitted the purchase, you may receive the 

following error message.  To exit without saving, click  
 

 
 
 

 
 

 
 
 

 
 
 

 
 

 
 

 
 

 
 
 


