
Departments – Send Guest Pass Invitations 

 

In your browser, navigate to columbusstate.aimsparking.com 

 

  

https://columbusstate.aimsparking.com/
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If your department does not have an account with Parking Services, please contact parking@columbusstate.edu. 
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Select “Send New Permit Invites” to send your guests the invitation to register their vehicles ahead of time. Select “Order Permits” if your guest is 

already on campus and needs to register their vehicle. In this example, we will choose “Send New Permit Invites.” 
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Enter the name of your event, conference, meeting, etc. in the blank field.  
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The CC Email can be any e-mail. We recommend using your department’s generic e-mail to save your individual inbox from clutter. 
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Choose the date range that your guests will need their passes. 
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After you choose the dates for your guest’s passes, you can add a personalized invitation message. This might include instructions about where to 

park or reminder details about your event. We recommend that you leave a contact number and name for the event. 
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You can select any of the categories on this screen to make changes before confirming the information. 
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After confirming all of the above information is correct, you will receive this Batch Summary screen. 
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Your guests receive the following email. Notice that the personalized message you entered while creating the event invitations appears in the body 

of the email that your guests receive. 
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The link in the email invitation brings them to the page below. 
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Please be aware that if the vehicle information is not correct, then your guests could receive a citation for not having a registered vehicle, especially 

since we no longer require visitors to display paper passes. 
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After completing the form, your guests will receive this confirmation screen where they can print their permit, if they wish. 
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Guests can view the vehicle information they entered while completing their permit invitation and print the permit, if they choose. If a guest realizes 

they entered the wrong information, they will need to contact you or Parking Services so that we can resend the invitation. 
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Your guests will also receive an email receipt that includes a PDF copy of their temporary parking pass. 

 

 

 

 

 

 

  



Departments – Send Guest Pass Invitations 

 

 

 

After logging into your department page, you can check the status of all the permits linked to your department and your batch invitations be 

selecting “Permits” from the left-hand side. 
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If you select “View” beside a Batch Name, you will see this screen with these options and details. 
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If you chose to receive notifications when a guest claims an invitation, you will receive an e-mail similar to this one. 
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This is an example of what a temporary Department Guest pass will look like. 

 


