Parking Request Form in NEOGOV Onboarding

New Hires can complete their Parking Request Form as part of their onboarding forms in NEOGOV. The
form is assign as a checklist by HR Users. After the form has been completed, it can be uploaded and
emailed to the Facilities Parking Coordinator.

Note: These are multi-contributor forms meaning that there are sections for new hires and HR Users to
complete.

STEPS AND WORKFLOW

1. Assign Parking Request Checklist to New Hire
After the Standard Employee, Temporary Employee, or Grant Employee checklist has been assigned
to the new employee, HR User assigns one of the parking form checklists (Building & Parking Access
Request for 700 or Employee Parking Permit Request) to the new hire.
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2. Receive Notification to Complete HR Section
After the new hire completes the form, HR Users will be notified by email from NEOGOV to
complete their section.
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Parking Request Form in NEOGOV Onboarding

3. Complete HR Section
Review new hire information and complete Building/Floor and Phone # fields. These are required
fields.

Building, Floor:

Phone #:

4. Download and Send to Parking Coordinator
To download the completed form, navigate to the Employee Details page, scroll down to the Forms
section and use the download icon ' . The form will be downloaded to the desktop as a PDF and
can be email to the Facilities Parking Coordinator.
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