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Applying for visitor vouchers  
  

To apply for visitor vouchers, log in to your account at: 
https://permits.paysmarti.co.uk/acct/ThreeRivers/   

If you are a new user, you will have to create a new account.    

On the home screen, click on ‘Permit application’:   

  
 

 

   

Using the drop-down list under permit category, select ‘Visitor’ and then 
press ‘Next’: 

  

  

   

  

  

 

 

 

 

  

https://permits.paysmarti.co.uk/acct/ThreeRivers/
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Visitor voucher – paper 
 
If you select ‘visitor vouchers’ and continue through this process, once the 
application is completed you will receive an email confirmation, followed by 
an invitation to make payment.  After payment is made, the visitor vouchers 
(scratch cards) will be sent to your home address. These must be displayed 
in the windscreen.  

On each voucher, you must clearly scratch off the silver coating to reveal the 
background for:  

• Day of the week (name)   

• Day of the month (number)  

• Month (name)  

• Hour and minutes 

 

Visitor voucher – virtual 
 
Selecting ‘visitor vouchers virtual – A’ allows you to purchase digital 
vouchers. These are stored on your account, and you can assign them to 
your visitor’s vehicle online at any time, including for future dates: 

 

  

 

The Zone is prepopulated with the correct area and cannot be changed.  

The start date will be set automatically for immediate use. Click ‘Next’.   

A summary screen will appear. You will then be asked to confirm that you 
agree to the Terms and Conditions and that all information entered is correct 
before pressing ‘Proceed’. If there are any errors, select ‘Back’ to go back 
and correct them. 
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You will receive a confirmation email advising that your application has been 
submitted: 
 

  

 
You will now need to upload supporting documents - if you do not have them 
available, you can save your application and upload your documents later. 
Saved your applications  
can be found on the home page under ‘My permit applications’: 
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Uploading supporting documents 
 
Supporting documents can be scanned onto your computer or you can take 
a photograph of them using a smartphone and upload it by following the 
step-by-step process.   

 

  

 

You must provide evidence that you live at the eligible address. 

Each document should be uploaded and named separately.  

Please refer to the Terms and Conditions for more information: 
https://www.threerivers.gov.uk/services/parking/parking-
permits#Visitor%20vouchers  

 

Example: Uploading a Council Tax Bill as proof of residence: 

• Select ‘+ Add document’ 

• Choose ‘Council Tax Bill for current tax year’ from the document type 
dropdown.  

• Press ‘Browse’ 

• Select the document from your computer or smart phone, double-click it, 
then click ‘Add’ 

• If you have uploaded a proof of address within the last six months, it will 
already be visible, and you can simply select ‘Use this document’.  

• Once you have uploaded or selected a document, it will appear at the 
bottom of the screen.  

• Now select ‘Upload documents’ 
 
 

Making payment 
 
Once application is submitted, the permit will be offered, and you will 
receive an email inviting you to make payment.  

https://www.threerivers.gov.uk/services/parking/parking-permits#Visitor%20vouchers
https://www.threerivers.gov.uk/services/parking/parking-permits#Visitor%20vouchers
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Once payment is completed, you will receive an automated email 
confirming that your vouchers have been issued, and you are ready to book 
your sessions.   

 

Checking the details of your permit 
 
If you wish to check details of your permit, including which zone is valid for 
please select ‘my permits’ on the homepage, and click on the three dots on 
the right-hand side of the relevant permit:  
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Using virtual visitor vouchers 
 
Once you have purchased Virtual Visitor Vouchers, an icon will appear on 
your account home page. Click on the ‘Visitor Voucher’ icon to use the 
vouchers:  

 
 

On the screen it will state ‘You are entitled to 50 sessions in each 12month 
period’. Each session is valid for 24 hours; these can be purchased 
individually or in multiples.   

10 sessions are included in your first application. If you wish to order more, you can top 

up your sessions (please see guide below on how to do this). 
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Booking a session 
 
To allow a visitor to park, click ‘Book’:   

  
 On the next screen:   

• Enter your visitor’s vehicle registration 

• If the visitor is likely to return you can save the registration for 

future use. You’ll be asked to give it a name 

• The parking location is prefilled with the correct permit area 

for your property 

• Choose whether the session should start immediately or in 

the future.  

• If booking for a future date and the visitor cannot attend, you 

can cancel the session any time before it begins 

• Selecting ‘At a future time’ will prompt you to choose the date 

and time (the time defaults to the current time, please check 

carefully)  

• A confirmation email is selected by default, but you can turn 

this off 

• Press ‘Continue’ when you’re ready 
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You will then see a confirmation screen. Check the details and confirm if 
correct. There’s no back button, if there is a mistake you must cancel and 
start again.   

  

  

  

  

  

A final confirmation screen will appear. At this stage no changes can be 
made.   
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Viewing and managing booked sessions 
 
Go to the ‘Booked sessions’ tab: 

 

 
 

You will see all the visitor vouchers you have assigned. In this example, 
there are two bookings – one currently active and one scheduled for a future 
date.   

For future bookings, you can:  

• Amend the vehicle  

• Cancel the session 
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If you cancel a session, the voucher will be returned to your account for 
future use.   

To change the start time, you must cancel the voucher and rebook. 

Once a session has started, no changes can be made.    
 
Top up your sessions 
 
To top up your visitor vouchers, please select ‘Topups’: 

  

The below screen will appear where you can purchase your top up: 
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