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Sign-in or Sign-up 
Sign-in 
When a customer presses the “sign-in” button, they’re presented with the below: 

 

If the customer has an existing account, they can sign-in with their email and password. 

 

Sign-up 
If they need to create an account, the user needs to click the “Sign up now” link. 

This will lead them to an area where they must verify their email address by entering a 
verification code sent to the email they want to use): 

 

A verification code will arrive in the customer’s email account. 

Once they enter the code and press the “verify code” button, they will be invited create their 
account: 

 



New applications 
 

Dual Driver Application 
An applicant starts a new driver application by pressing the new dual driver application 
button on the council web page and signing in. 

 

Additional details 
After the applicant signs in, they will be taken to the details section where they must enter:  

• Date of birth 
• Place of birth 
• Their NI number (in the correct format) 
• Their Driver’s licence number (in the correct format) 
• If they have ever held a taxi licence with another authority 

o And details if “Yes” 
• If they have ever had a licence refused or revoked 

o And details if “Yes” 
• How long they have held a full licence to drive in any country 
• How long they have held a full UK driver’s licence 
• If they have any convictions 

o And details if “Yes” 

 



These fields are all required and if the applicant does not fill one in there will be an error 
message. 

Once the applicant has filled in all the fields, they can press the “Next” button 

 

Document upload 
The page after the details page is for document uploads. 

The applicant must press the “Browse” button to select their files. 

 

They can select one or more files at a time and then press “open” to add the files: 

 

 

 



Once the files are added, the applicant must add the category: 

 

After the categories are selected the user must select “Upload” to attach their files. The 
system will then scan and upload the documents. When the upload is successful a green bar 
with “Complete” will show. 

 

The applicant must upload a minimum of one document to continue. 

Once they have uploaded the documents, the applicant can press “Next” to continue. 

 

Document checklist 
The applicant must then go through the document checklist, entering if they uploaded each 
document or not (or if it’s not applicable to their application). 

Finally, the applicant must agree to a declaration that they understand their application 
cannot be processed until they submit valid copies of all documents. 



Once they have answered all the checklist question and agreed to the declaration, they can 
press “Next” to move to the next section. 

 

 

Declaration 
The user must then agree to the declaration before being able to progress. 

 



 

Summary and payment 
The applicant then sees the summary and payment page showing the amount they must 
pay. 

 

To complete the application, the user must press the “Pay now” button. 

 

Making a payment 

 

Once the user presses the “Pay now” button, they are redirected to the secure payment 
gateway. 

Once they arrive at the payment gateway, the applicant selects their card type: 



 

The applicant then enters their card details and presses the “Yes, I confirm my payment” 
button. 

 

 

Submission page 
Once the payment has been completed, a submission page will be displayed to the 
applicant. 

 

This page will show the overall application type, a unique reference number (which can be 
searched in Dynamics), and a list of documents uploaded that day. 

The applicant will also get a confirmation email which contains these details.  



Operator Application 
An applicant starts a new operator application by pressing the new operator application 
button on the council web page and signing in. 

Business or organisation 
The applicant then enters the name of their business. If the council already has the details of 
the applicant’s business, it will match up in the lookup. If there’s no match the applicant can 
enter their details manually. 

 

 

Additional details 
The applicant must then fill in the additional details section: 

• Date of birth 
• Place of birth 
• NI number (in correct format) 
• If they have ever been refused an operator licence 

o And details if “Yes” 
• The number of vehicles covered by the licence 
• If they are a company or sole trader 

o And company registration number if a company 



 

 

 

Additional people 
In the next section the applicant enters the details of any additional people with an interest in 
the business, and if anyone involved in the business has any convictions. 

If the applicant selects no additional person has an interest, they only have to complete the 
convictions section. 

 



Document upload 
The document upload process is the same as in the Driver application. 

 

Document checklist 
There is a document checklist (similar to the Driver application checklist) and user must 
agree they understand the application cannot be processed until valid copies of all 
documents are uploaded. 

 

 

Declaration 
The user must then agree to the declaration before going “Next”. 

 



 

Summary & payment 
The user then sees the summary and payment page: 

 

The applicant can then press the “Pay now” button to complete the application 

Payment 
The payment process is identical to that for Driver. 

 

Submission page 
The user will see a submission page in the same format of the Driver application. 

  



Private Hire Application 
An applicant starts a new private hire vehicle application by pressing the new private hire 
vehicle application button on the council web page and signing in. 

Business or individual 
The applicant is asked if they are applying as a business or as an individual. If they are an 
individual, they move on to the next step. 

 

If they are applying as a business, it also asks them to enter the details of their business (to 
be matched or a business not on file have its details entered). 

 

 

 

 



 

Additional details 
The applicant must then fill in the additional details section which asks for: 

• Date of birth 
• Place of birth 
• If they are already licenced to drive a Private Hire vehicle in any authority. 
• If they have previously held a vehicle licence. 
• Which operator(s) they will be working with. 
• If they are licenced as a taxi driver by CCC. 

o And if “Yes” what their driver number is. 
• If they have any convictions 

o And if “Yes” details of the convictions 

 

 

Additional people 
The applicant is then asked if any additional people have an interest in the licence. If no 
other person has an interest, they can skip the section. 



 

If there is one or more person with an interest, the user must enter their details: 

 

 

Vehicle details 
The customer must then complete the vehicle details section. 

They must answer: 

• Is the vehicle a new vehicle on order?  
o If “No” the vehicle registration number 

• Vehicle make 
• Vehicle model 
• Vehicle colour 
• Date vehicle first registered 



• Passenger capacity 
• Engine rating 
• Fuel type 
• If a taxi meter is fitted 

o If Yes, the taximeter make, serial number and last test date 

 

 

Document upload 
The applicant will then be asked to upload their evidence documents. They must upload at 
least one document to proceed (process works identically to in New Driver). 

Document checklist 
There is a document checklist (similar to the Driver application checklist) and user must 
agree they understand the application cannot be processed until valid copies of all 
documents are uploaded. 

Declaration 
The applicant must then agree to the declaration before being able to proceed. 

Summary & payment 
The applicant then goes to the summary and payment page where they’re shown the price. 

Payment 
The applicant is redirected to the Barclays payment gateway where they make a regular 
payment (same as in the new Driver application) 

Submission page 
Once the payment is successful the applicant will be taken to a submission page (same as in 
Driver process). They will also receive a confirmation email. 

 



Hackney Carriage Application 
An applicant starts a new Hackney Carriage vehicle application by pressing the new 
Hackney Carriage vehicle application button on the council web page and signing in. 

Business or individual 
The user then enters if they are applying as a business or individual (same as for a Private 
Hire application). If the applicant enters that they are applying as a business, they look up 
and enter their business’s contact information. 

Additional details 
The applicant must then fill in additional details about themselves: 

• Date of birth 
• Place of birth 
• If they’re licenced to drive a Hackney Carriage vehicle (with any authority) 
• If they’re a licence driver with Chelmsford City Council 

o And their driver number if “yes” 
• If they have any convictions 

o And the details of those convictions if “Yes” 

 



Additional people 
The applicant is then asked if any additional people have an interest in the licence (identical 
to Private Hire vehicle process above). If no, they can move on to the next section, if yes, the 
applicant must enter the name and contact information for the additional people. 

Vehicle details 
The applicant must then fill in their vehicle details. These are: 

• If it’s a new vehicle on order or not 
o And if it isn’t, the vehicle registration number 
o Vehicle make 
o Vehicle model 
o Vehicle colour (with note it must be black) 
o Date first registered 
o Passenger capacity 
o Engine rating 
o Fuel type 
o Taximeter make 
o Taximeter serial number 
o Taximeter test date 

 



Document upload 
The applicant is then asked to upload their evidence documents. This is the same process 
as in the previous driver section. 

Document checklist 
The applicant must then complete the document checklist (same process as in Driver 
application) where they must check-off if they have uploaded each document or not (or if it’s 
not applicable). They must then agree to a statement they understand the application can’t 
be processed until all evidence is submitted. 

Declaration  
The applicant must then agree to the declaration. 

 

Summary & payment 
The applicant will then be taken to the summary and payment page where they are shown 
the amount payable. When they press “Pay now” they are redirected to the Barclays secure 
payment gateway. 

Payment 
The applicant completes a standard card payment on the Barclays payment gateway. 

Submission page 
When the payment is successful, the applicant will be taken to the submission page (same 
process as in driver applications) where they will see their unique reference number, a list of 
documents they uploaded that day, and a confirmation message. They will also receive an 
email confirming the same information 

  



Entity list 
The entity list is an area where a driver can manage their application and licence(s). It can 
be accessed from the council website through the relevant application page. Licence holders 
will also receive a link to log in when they have a reminder email (e.g. an email to update an 
insurance certificate, or a reminder to re-licence). 

It will show options to: 

• Any application: Upload a document (e.g. adding a missing document to an 
application, uploading a new MOT certificate). 

o Button is always available. 
• Any application: Complete a re-licence application. 

o Button available when reminder period starts. 
• Vehicle licence: Notify the council of a transfer. 

o Button available after licence is granted. 
• Vehicle licence: Replacement vehicle application. 

o Button available after licence is granted. 

A button may not appear if another request is being processed. 

 

  



Transfers 
 

Transfer Notification 
Once an applicant’s vehicle licence application has been granted, they have the option to 
notify the council of a transfer. They start by signing in either on the council website or one of 
the links to the entity list they may have received. 

They must then click on the “Transfer” button by their vehicle. 

Vehicle being transferred 
The first page the applicant will see is the details of the vehicle they’re notifying of transfer. 
(So, if they see they have selected the wrong licence the applicant will see the mistake right 
away and can go back to the entity list). 

 

Transfer details 
The user must then enter the contact details for the person they have transferred the vehicle 
to (email and phone number are optional). 



 

Declaration 
The applicant must then put in the date they made the transfer (must be within the last 14 
days), agree to the declaration and then press the “submit” button to complete the 
notification 

 

Submission page 
The applicant will then see the submission page confirming we have received their 
notification. They will also receive a confirmation email. 

  



Transfer Application 
The applicant starts a transfer application through the council website. They go to the 
Transfer Application page, click the button and sign in. 

Business or individual 
The user then enters if they are applying as a business or individual (same as for a Private 
Hire application). If the applicant enters that they are applying as a business, they look up 
and enter their business’s contact information. 

Additional details 
The applicant must then enter: 

• Date of birth 
• Place of birth 
• Vehicle reg of transfer vehicle 
• If they hold a dual driver licence 
• If they’re a licenced driver with Chelmsford City Council 

o And driver number if they are 
• If they have any convictions 

o And details if they are 

 

Additional people with an interest 
The applicant then answers if there are additional people with an interest in the licence. If 
there are, the applicant must enter the name and contact information for all the additional 
people with an interest. 



 
Vehicle details 
The applicant then checks the Vehicle details page. This auto-populates with the details of 
the vehicle they are applying for a transfer. 

 

Document upload 
The applicant must then select and upload their supporting documents (identical to the driver 
process of uploading documents). 

Document checklist 
The applicant must then check through the list of documents and then agree to the 
statement they understand the application cannot be processed without proper 
documentation. 

Declaration 
The applicant must then agree to the declaration 

Summary and payment 
Finally, the applicant must select the “Pay now” button on the Summary and payment page, 
and complete the online payment through the Barclays gateway. 

Submission page 
Once the payment is completed successfully, the applicant will see a page with their unique 
reference number, documents uploaded that day and what to expect next. They will also get 
an email confirming their payment and details. 

 

  



Replacement Vehicle 
An applicant can apply for a replacement vehicle application once they have had their 
vehicle licence granted. 

To start the application process, they must log-in to the entity list and press the 
“Replacement vehicle” button. 

Details 
The applicant must confirm the change concerns a change of vehicle only (and not a change 
of proprietors, then confirm if the application is a return to the use of their previous vehicle or 
not. 

• If this is an application concerning switching back to their previous vehicle after 
temporarily using a replacement vehicle, they are not charged. 

 

 

New vehicle 
The applicant must enter the new vehicle details. These will be slightly different depending 
on whether they are replacing a hackney carriage vehicle or private hire vehicle: 

• New vehicle registration number 
• New vehicle make 
• New vehicle model 
• New vehicle colour (Hackney Carriage must be black) 
• Date first registered 
• Passenger capacity 
• Engine rating 
• Fuel type 
• If a taxi meeting is fitted? (Yes/No for private hire) 

o Taximeter make, model and text date (required for Hackney carriage) 



 

Document upload 
The applicant is asked to upload their evidence documents (same as Driver and other 
previous processes). They must upload at least 1 document to proceed. 

Document checklist 
The applicant must check off the documents they have uploaded and then confirm they 
understand the application cannot be processed until they have submitted valid copies of all 
required documents (same as previous processes). 

Declaration 
The applicant must then agree to the declaration. 

Summary and payment 
The applicant is then taken to the summary and payment page. If they are switching back to 
their previous vehicle after temporarily using a replacement vehicle they are not charged. 
Otherwise, they are taken to the Barclays secure payment gateway. 

Submission page 
When the application is successfully submitted, the applicant will see a submission page 
confirming their application was submitted. They will also get a confirmation email. 

 

  



Re-licence 
When a licence is approaching expiry, the licence holder will get an email asking them to 
submit a re-licence application. This happens 2-3 months before their licence expires. They 
should get at least two reminders. Once the first reminder is sent, the re-licence button will 
be available on the Entity List. 

Driver 
When the applicant presses the re-licence button, they are taken to a “prompt” page which 
advises them on the documents needed for the re-licence. 

Additional details 
The applicant is shown their application details and asked if the information is still correct 
and to update anything that needs changing. 

 

Document upload 
The applicant must then complete a standard document upload of their evidence for the re-
licence. 

 



 
 
 
 
 
 
Document checklist 
The applicant must then complete the document checklist and then confirm they agree the 
application cannot be processed without submitting all the correct documents. 

 

Declaration 
The applicant must then agree to the declaration. 

Summary & payment 
Finally they see the payment amount. When the user selects “Pay now” they are taken to the 
secure Barclays payment gateway. 

Submission page 
When payment is successful, the user will see a submission page confirming the details of 
their re-licence application. They will also get a confirmation email. 

 

  



Operator 
When the applicant presses the re-licence button, they are taken to a “prompt” page which 
advises them on the documents needed for the re-licence. 

 

Business or individual 
The applicant must enter whether their business details are correct or if they need updating. 

Additional Details 
The applicant must then check if their additional details are still correct or if any need updating. 

Additional people that have an interest 
The applicant must check of the additional people details are still correct or need an update. 

Document upload 
The applicant must complete the standard document upload process, uploading their evidence 
documents for the re-licence (they must upload at least one document). 

Document checklist 
The applicant must check-off the evidence they have submitted and agree that they understand the 
applicant cannot be processed until all correct documents have been uploaded. 

Declaration 
The applicant must then agree to the declaration. 

Summary and payment 
The applicant will see the final price, and then complete the be directed to the secure Barclays 
payment gateway. 

Submission page 
Finally, they will see the submission page confirming their application. They will also receive a 
confirmation email. 

 

  



Vehicle 
When the applicant presses the re-licence button, they are taken to a “prompt” page which 
advises them on the documents needed for the re-licence. 

 

Business or individual 
The applicant must enter whether their business details are correct or if they need updating. 

Additional Details 
The applicant must then check if their additional details are still correct or if any need updating. 

Additional people that have an interest 
The applicant must check of the additional people details are still correct or need an update. 

Document upload 
The applicant must complete the standard document upload process, uploading their evidence 
documents for the re-licence (they must upload at least one document). 

Document checklist 
The applicant must check-off the evidence they have submitted and agree that they understand the 
applicant cannot be processed until all correct documents have been uploaded. 

Declaration 
The applicant must then agree to the declaration. 

Summary and payment 
The applicant will see the final price, and then complete the be directed to the secure Barclays 
payment gateway. 

Submission page 
Finally, they will see the submission page confirming their application. They will also receive a 
confirmation email. 



Upload Document 
Applicants have the option to upload a document to the entity list right away. They will 
normally upload documents: 

• If they have missed a piece of evidence from an application and need to attach it. 
• If they need to update a piece of evidence (e.g., an up to date MOT certificate). 

Document upload prompt 
When the user logs into the entity list and presses the button against the relevant licence, 
they are taken to the details page. 

This gives them a list of the documents they may be required to upload. 

Document upload 
The user then completed a standard document upload, choosing their document, 
categorising it and then uploading it. Once the upload is done, they must press submit. 

Submission page 
When the document is submitted the user will get a confirmation email. 

 

  



Notes 
An applicant can upload a document if they have an application pending. However, they 
cannot submit a totally new application if they have an existing application pending. 
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