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Releasing a Permit

1. If you know the permit number perform a permit search. If you do not
know the permit number, go to the user profile for whom you wish to
release a permit.

Click on the permit number on the user dashboard.

Active Permits

Permit Active Window Lot Name Amount

% Y : Yearly 2018 After 4PM $169.50

2. From the permit detail click on the permit number.
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3. You will be taken to permit search where you can release the permit
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4. It is advisable to leave a comment in order to track the reason the

permit was released. Click Release This Permit.

Release Permit

Lot Name
Permit No.

Registrant

Address

Comment

After 4PM
51

John Griffiths
john.griffiths@ops-com.com
22 Bridge

Carleton Place, @

kila2x0

No longer requires parking in this lot.

Release this Permit

5. A pop up window will appear. Click OK to confirm the release of the

permit.
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tomahawku-preview.parkadmin.com says

Remove permit association to the listed user?

6. A confirmation message will appear.

Release Permit

Permit #51 has been released.

7. Now when you search the permit it will appear as available.
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