Short term Yellow scratchy permits are available for department and faculty usage when they
would like to pay for their visitor parking, or if staff are travelling between campuses for business
purposes. Yellow permits cannot be purchased for personal use.

This guide provides instructions on how to complete the administration access form for approval
to issue yellow scratchies, and how to create a yellow scratchy permit session.

Purchasing Yellow scratchy permits

Yellow scratchy permits are purchased through the virtual permit system (vPermit), managed
through the My Scratchies tab.

e The vPermit system enables authorised administrators to purchase 2hr, 4hr, Shr and daily

permits.

e Yellow permits allow the user to park in Yellow and Blue areas on all campuses except
Parkville.

e Permits can be purchased for either immediate use or in advance for specific dates and
times.

e Each permit purchased must include an associated vehicle registration number.

Departmental or faculty budgets are used to pay for scratchy permits. Payment will be processed
at the start of each month for the previous month’s activity and a report on usage can be
accessed by authorised users.

To create Yellow scratchies, you will need to request administration access by following the
below instructions.

Once a request is approved by Buildings and Property Division (BPD) and your faculty general
manager (FGM, if required), you will receive email notification that your access has been
granted. You will then be ready to create scratch permits for your team.
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REQUESTING YELLOW SCRATCHIES ADMINISTRATION ACCESS

Step 1: To become an authorised administrator for your Faculty/Department/Division, please

request access by submitting the vPermit Parking Administrator Form. The form can
also be accessed from the Special permits web page.

Step 2: Please fill out all the relevant fields on the access form.

MONASH University

Current date
28/01/2020 B 1441

Yellow Scratch Permit Management - Access Form

Request an access or revoke access to the Virtual Parking Permit portal to manage Yellow Scratch Permits.

©  Hello

your login details will automatically be recorded. Not you? Sign cut and sign back into your Manash
account.

. . Request detail
Click here to select if
, Request Type I'm submitting for
your requesting new (,d Request new access mysel ‘\3
' Revoke existing access ) Someone Else \
access, or removal of i e
ecess Select your organisation Click here to select if this is for
Monash University Monash College Monash Affillate you or someone eise

L
el e . Click here to select your organisation

Step 3: Check that the system has populated all your details correctly. Enter your cost centre,
and an option to enter your fund will populate once a valid cost centre is found. Enter
your primary cost centre and fund on the form for initial approval. You will be able to use
other cost centre and funds when you are purchasing a permit.

User Details
User Email Supervisor Email .
) > € Check all details
Check all details
First name Last name have popl‘”ated
have populated > <« correctly
correctly =
9
Charge back details
Faculty or Portfolio
€ Select your Faculty or
© It might take a few seconds for Fund to appear once you have entered your cost centre. | Portfolio

Cost Centre

Enter your cost =
centre here
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https://www.monash.edu/eforms-resources/frevvo-forms/bpd/yellow-permits
https://www.monash.edu/people/transport-parking/parking/parking-permits

Step 4: Once you have selected all the details, please click on the Submit button.

A message will let you know that your application has been submitted, and you will also receive
an automated email. Once your request has been completed and approved, you will again be
notified when you are ready to use the system.

Submitting multiple forms

If you support multiple work areas, you can submit a form for each of the cost centre and fund
you prepare yellow scratch permits for. These will be set up in the vPermit system for you to
select the relevant cost centre and fund at the time of purchase.

CREATING YELLOW SCRATCHY VPERMITS

Once your application has been approved, you will see the My Scratchies tab appear when you
log in to the vPermit system.

You will need the following details from your visitor:

e Name

e Vehicle registration number
e Arrival time

e Departure time

When the details have been entered and you select Purchase, the permit is active.

Step 1: Log into your vPermit account, you will now see a new tab My Scratchies

MONASH
University

MY PERMITS MY SCRATCHIES WAITING LIST HELP & STEPH & LOGOUT

My Permits L)Click here to get to order Yellow Permits
Apply for & vPermit
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https://vpermit.com.au/monash/saml/login

Step 2: To create a parking session select the New Scratchy Permit button

MONASH
University

MY PERMITS MY SCRATCHIES WAITING LIST HELP & STEPH ¢ LOGOUT

My Scratchies
e——

hicle Licence Plate Created On:  From Dale Until Date Q  Clear Search =]

9 Click here to create a new parking session

Action 8 Status CreatedOn  »  Scratchy Type Start Date End Date Price Vehicle Licence Plate(s) Account Code

No matching records found

Step 3: Select your scratchy type

MY PERMITS MY SCRATCHIES WAITING LIST HELP

Click here to select
Create Scratchy Permit your scratchy type

Scratchy Type Yellow Daily (Price: $16 Per Vehicle) v «7
Childcare Visitor (Price: $0 Per Vehicle)
Vehicle Licence Plate(s) MRS Visitor (Price: $0 Per Vehicle)

Yellow 2 hr (Price: $4 Per Vehicle)
Yellow 4 hr (Price: $8 Per Vehicle)
Yellow 5 hr (Price: $10 Per Vehicle)

Yellow Daily (Price: $16 Per Vehicle)

Step 4: Enter the relevant details in the corresponding fields

Create Scratchy Permit
somye | veonomypreesisrevnce) v | 4= Enter vehicle registration

Vehicle Licence Plate(s) JEHO63

4

Single vehicie licence plate should be entered without 8
space, comma o hyphen eg. ABC123 or TAB2CD.

Multipie vehicle licence plates should be separated by
inserting a comma, space of new fine eg. ABC123,1AB2C0.

Total Price: 1 Vehicle licence plates X $16.00 = $16.00

isho | soEan e Enter the date the permit is required
fenTimeibben) | OR20 6‘ Enter the time the permit is required in 24 hr format
MosadPur | [Bucs s 6‘ Enter name of person requiring the permit
Mrndly: | Dete 6 Enter name of person who approved the permit

fmitels; || KA SUREPOWEI.E ¥ (F Select from the account codes you provided

Comment Meeting with Professor Whitq

® Back oMy Scraichies Next

| €= Optional to entera comment
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Step 5: You will be asked to confirm your purchase

Scratchy Permit Purchase Confirmation

Permit

Payment Method
Licence Plate(s)
Permitted zones
Total Price

Visitor 2 hr

Post Charge

1AB2CD (1 licence plates)
Yellow Permit Zone

Cancel Purchase «)
\

Click here to purchase your permit

Click purchase and then you are finished.

Your visitors will now be able to drive onto campus and park in any Yellow (or Blue) permit area.

USING THE CORRECT REGISTRATION NUMBER

The University uses Licence Plate Recognition (LPR) technology to confirm that a vehicle has a
valid parking session or permit. It is important that the correct licence plate number is entered

into the vPermit system.

When you are setting up parking in advance for a visitor, it is recommended that you ask the
visitor to email you their registration number so that you can copy and paste this number into
the system. If the registration number is incorrect in the vPermit system the visitor may receive a

parking infringement.

(IMPORTANT INFORMATION FOR VISITORS

infringement.

\_

It is very important to enter the correct number plate into the vPermit system to avoid getting an

Check the VicRoads website to make sure you have the correct registration number

~

Monash University uses Licence Plate Recognition (LPR) cameras to confirm a permit is active, which will
read your vehicle registration number correctly. The most common mistakes are:

o The letter “O” with the number “0”
o The letter “I” with the number “1”

o The letter “S” with the number “5”
o The letter “B” with the number “8”

It is very important to enter the correct vehicle registration number into the vPermit system. If your
registration number is incorrect you may receive an infringement notice.
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5|Page


https://www.vicroads.vic.gov.au/registration/buy-sell-or-transfer-a-vehicle/check-vehicle-registration/vehicle-registration-enquiry

MODIFYING OR CANCELLING YELLOW SCRATCHY VPERMITS

Once a session has started you cannot cancel a scratch permit. You will need to contact the
Buildings and Property helpdesk to cancel the session. You can contact them on 9902 0222 or
buildings.property@monash.edu.

If the session has not started, you can either modify or cancel a permit in advance from your My
Scratchies screen.

Step 1: To modify a scratch permit select Edit to open up the details

MONASH
University

Created On:  From Dat ) Q  Clear Search S M-
Status CreatedOn  + Scralchy Type Start Date End Date Price Vehicle Licence Plate(s) Account Code
Activated 09-02:2020 Childcare Visitor | 11-022020  11-022020 JEHO63 KAREN HILL- CI0 PORTFIOLIO-Z11009-
22133 1000000

& Click here to View
Edit or Delete

Step 2: Change the date and time (if a 2 hour or 4 hour scratchie) then press Save

MONASH
University

MY PERMITS MY SCRATCHIES WAITING LIST HELP

Edit Scratchy Permit

Change the ; StartDate | 11022020
Start date

Vehicle Licence Plate(s) JEH963

Single vehicle licence plate should be entered without a
space, comma or hyphen eg. ABC123 or 1AB2CD.

Multiple vehicle licence plates should be separated by
inserting a comma, space or new line eg. ABC123,1AB2CD.

Number of Licence Plates:  Currently selected: 1

Maximum allowed: 1

<€ Backto My Scratchies ﬂ Save e Press SaVe

Step 3: To delete, select Delete from the My Scratchie screen and the following will then
appear. Press OK to confirm.

MONASH
oS

This site says...
THIS WILL DELETE THE PERMIT. Are you sure?

oK Cancel

To Delete
Select OK

=
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You will then see on your My Scratchies screen the status of this cancelled scratchie.

MY PERMITS MY SCRATCHIES WAITING LIST HELP

My Scratchies

Created On:  from Date Until Date
Action #  Status CreatedOn  , SciatchyType ~ StartDate ~ EndDate |
View 1 Cancelled 09-02-2020 Childeare Visitor 11022020 11-02-2020
2033
t_) The status now

Shows as Cancelled

BILLING

Each month the total purchases for scratchies you have purchased throughout the month will be
charged to the different cost centres and funds provided and selected when purchasing the

scratch permits.

If you require any further assistance please don't hesitate to get in touch with the Buildings &

Property helpdesk on (03) 9902 0222 or email buildings.property@monash.edu
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