
South Orange Parking Authority

SOPA ONLINE PERMIT PURCHASE INSTRUCTIONS 



STEP #1: LOGIN BY ENTERING YOUR 
REGISTERED EMAIL & PASSWORD.



STEP #2: CLICK HERE TO BEGIN A PURCHASE



STEP #3: SELECT THE PERMIT CATEGORY THAT MEETS YOUR NEEDS.



STEP #4: SELECT YOUR DESIRED PERMIT TYPE. STEP #5: SELECT THE PERMIT START DATE

STEP #6: ACCEPT THE 
TERMS & CONDITIONS

STEP #7: CLICK “NEXT” TO CONTINUE



STEP #8: ENTER THE PERMIT HOLDER DRIVER’S LICENSE DETAILS.

STEP #9: CLICK BROWSE TO 
UPLOAD AN IMAGE OF THE FRONT 
SIDE OF YOUR DRIVER’S LICENSE.



STEP #10: CLICK HERE TO LOCATE THE 
IMAGE FROM YOUR DOCUMENT LIBRARY.

STEP #11: ONCE THE IMAGE IS 
SELECTED, CLICK UPLOAD TO 

CONTINUE.



STEP #12: ENTER THE PERMIT HOLDER VEHICLE 
DETAILS FROM THE VEHICLE REGISTRATION.

STEP #13: CLICK BROWSE TO UPLOAD AN IMAGE OF THE VEHICLE 
REGISTRATION. (SAME PROCESS AS DRIVER’S LICENSE)

STEP #14: IF THIS IS A LEASED VEHICLE 
SELECT ‘YES’, IF IT IS NOT. SELECT ‘NO’.

STEP #15: IF YOU ARE ADDING AN 
ADDITIONAL VEHICLE TO THIS PERMIT, 
CLICK “ADD ANOTHER VEHICLE” AND 
REPEAT STEPS 12 – 14, OTHERWISE 

CLICK ‘NEXT’.



NOTE: DEPENDING ON THE PERMIT TYPE, RESIDENCY STATUS, AND 
VEHICLE INFORMATION, ADDITIONAL DOCUMENTS MAY BE REQUIRED. 

STEP #16: CLICK BROWSE TO UPLOAD 
THE REQUIRED DOCUMENT(S).

STEP #17: AFTER UPLOADING THE REQUIRED 
DOCUMENT(S) CLICK ‘NEXT’ TO CONTINUE.



IF YOU NEED TO PURCHASE ANOTHER 
PERMIT, CLICK “CONTINUE SHOPPING”

STEP #18: IF YOU ARE FINISHED WITH YOUR 
PURCHASE, CLICK “GO TO CHECKOUT”

TO EDIT OR REMOVE A PERMIT LISTED IN YOUR 
SHOPPING CART, CLICK ON THE EDIT OR REMOVE ICONS



STEP #19: ENTER YOUR PAYMENT DETAILS 
(CREDIT OR DEBIT CARD)

STEP #20: CLICK “CONFIRM & PAY” TO 
COMPLETE YOUR PERMIT PURCHASE.



PLEASE NOTE:
YOUR ONLINE PERMIT ORDER HAS BEEN PROCESSED AND WILL BE REVIEWED BY THE PARKING
AUTHORITY. ONCE REVIEWED, YOU WILL RECEIVE AN EMAIL NOTIFICATION INFORMING YOU IF
YOUR PERMIT PURCHASE HAS BEEN APPROVED OR REJECTED.

YOU ARE NOT AUTHORIZED TO PARK UNTIL YOU RECEIVE YOUR APPROVAL NOTIFICATION

IF YOU HAVE ANY QUESTIONS, PLEASE CONTACT THE SOUTH ORANGE PARKING AUTHORITY

SOUTH ORANGE PARKING AUTHORITY
OFFICE PHONE: (973) 378-7715 ext. 2037

EMAIL: SOPA@SOUTHORANGE.ORG
OFFICE HOURS: 8:30 AM - 4:30 PM, MONDAY - FRIDAY


