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How to provide an upload of the details for your drivers and vehicles

Taxi and Private Hire Portal

As a licensed private hire operator you are required to provide us with the details of the vehicles and drivers 

you have used to fulfil private hire bookings or have had available to you to fulfil bookings on a weekly 

basis. Each Monday, all operators are required to provide the relevant data for the previous week

Providing the data for the details of your drivers and vehicles to us is referred to as an “upload”. The week 

that an upload is required to be provided is referred to as the ‘upload period’

This guidance will provide you with the information you will need to be able to locate, and use, the option to 

provide an upload from within your online customer account on the Taxi and Private Hire Portal

You will also be able to advise of any upload period(s) where you were not trading as a licensed private hire 

operator and so you would not then need to provide an upload for the relevant upload period(s)

To be able to provide an upload, you will need to have successfully registered for an online customer 

account and linked your existing PHV Operator’s licence to your account
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How to provide an upload of the details for your drivers and vehicles

Please do check that you meet the following criteria in order to be able to provide an upload for the 

details of your drivers and vehicles via your online customer account:

Your online customer account is linked to the PHV Operator’s Licence for which you need to 

provide an upload for the details of your drivers and vehicles

You have an ‘active’ and valid online customer account on the Taxi and Private Hire Portal

You have a ‘active’ London PHV Operator’s Licence granted by TfL

You have all the relevant details for each of your drivers and vehicles. This could be by entering 

them individually or providing them via uploading an approved template

Taxi and Private Hire Portal

You will need to log-in to your online customer account to be able to provide an upload for the 

details of your drivers and vehicles for the relevant upload period(s)
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Taxi and Private Hire Portal

How to provide an upload of the details for your drivers and vehicles

Select your 

Operator Licence

Select the 

Operator Upload 

option

Choose the 

Upload Period

Upload 

Data or 

Not 

Trading?

Upload your Driver 

and Vehicle Data

Start

End

Access your 

online customer 

account
Upload Data

Initial validations 

of data completed

Process complete

Below is a brief overview of the process to provide an upload:

Not Trading Confirm Not 

Trading
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How to provide an upload of the details for your drivers and vehicles

Taxi and Private Hire Portal

Drivers 

All the drivers that you 

have used to fulfil private 

hire bookings, or have 

had available to you to 

fulfil bookings on a 

weekly basis

Vehicles

All the vehicles that you 

have used to fulfil private 

hire bookings, or have 

had available to you to 

fulfil bookings on a 

weekly basis

For each ‘Upload Period’, you will need to provide separate data for:

Note: You will need to enter 

the details for your drivers 

and vehicles as they appear 

on the private hire driver and 

vehicle paper licences that 

were granted by TfL

For drivers: This would be 

the licence number and the 

driver’s forename and 

surname

For vehicles: This would be 

the licence number and the 

vehicle’s VRM and make
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How to provide an upload of the details for your drivers and vehicles

Taxi and Private Hire Portal

Manual 

You can manually enter 

the details for each of 

your drivers and vehicles 

for the relevant upload 

period

File Upload 

You can provide an upload 

of a file that contains the 

details for all your drivers 

and vehicles for the 

relevant upload period

There are 2 types of upload that you can use to provide your details:

It is for you to decide which is your preferred method of providing your upload

Note: For a File Upload, 

there are approved templates 

available for you to provide 

your driver and vehicle data
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Taxi and Private Hire Portal

How to provide a ‘Manual’ upload of the 
details for your drivers and vehicles in 
support of your London PHV Operator’s 
Licence
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How to provide a ‘Manual’ upload of details for drivers and vehicles

Taxi and Private Hire Portal

When you log-in to your online customer account on 

the online portal, your Dashboard is displayed

Select the Services option
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From the Manage Operator Licence card, click 

Manage Licence

Taxi and Private Hire Portal

How to provide a ‘Manual’ upload of details for drivers and vehicles

The Services page is displayed

The Manage your 

licences page will open 

with all your Current 

Licences displayed (and 

any Historical Licences)

From your Current Licences

click on the 3 dots for the 

licence that you want to 

provide an upload for
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Taxi and Private Hire Portal

How to provide a ‘Manual’ upload of details for drivers and vehicles

The Manage Operator Uploads 

page is displayed with all the relevant 

Upload Period details shown

Click Operator Upload

After selecting the ‘Upload 

Period’ click Upload Data

For the relevant Upload Period you 

want to provide data for, select the radio 

button for the ‘Upload Type’ you intend 

to provide – either for ‘Driver’ or ‘Vehicle’
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Taxi and Private Hire Portal

The Operator Upload page is displayed 

along with your Licence Details

How to provide a ‘Manual’ upload of details for drivers and vehicles

You will need to 

enter the details 

for your drivers 

(or vehicles) so 

select Add new

Note: The Type of Data option 

will be pre-set for you as the 

Upload Period you selected 

will be for ‘Driver’ or ‘Vehicle’

Select Manual for the 

Mode of Upload
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Taxi and Private Hire Portal

How to provide a ‘Manual’ upload of details for drivers and vehicles

Note: You will need to enter the details for 

your drivers and vehicles as they appear on 

the private hire driver and vehicle paper 

licences that were granted by TfL
You will then need to enter 

the required details

Select Add

When you Add the details 

for your drivers (or 

vehicles), their details will 

appear in the section above
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Taxi and Private Hire Portal

How to provide a ‘Manual’ upload of details for drivers and vehicles

Select Submit

When you have added the details 

for all your drivers (or vehicles), 

untick the Add new box
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Taxi and Private Hire Portal

How to provide a ‘Manual’ upload of details for drivers and vehicles
A confirmation pop-up is displayed indicating that 

you have submitted an upload for the Upload Period

Select X Close
The Manage Operator Uploads  

page is displayed

You can then continue to provide the 

required upload data for any other 

remaining Upload Period(s)

The Upload Period that you 

have provided data for will appear 

in the list of Upload Periods with 

an updated Status
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Taxi and Private Hire Portal

From your Dashboard, select 

Operator Licence and then 

scroll down to see your 

Operator Upload information. 

The Status will be shown for 

each Upload period

You can also view the details of your 

uploads from with your Dashboard

How to provide a ‘Manual’ upload of details for drivers and vehicles
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Taxi and Private Hire Portal

How to provide a ‘File Upload’ of the 
details for your drivers and vehicles in 
support of your London PHV Operator’s 
Licence
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How to provide a ‘File Upload’ of details for drivers and vehicles

Taxi and Private Hire Portal

When you log-in to your online customer account on 

the online portal, your Dashboard is displayed

Select the Services option
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From the Manage Operator Licence card, click 

Manage Licence

Taxi and Private Hire Portal

How to provide a ‘File Upload’ of details for drivers and vehicles

The Services page is displayed

The Manage your 

licences page will open 

with all your Current 

Licences displayed (and 

any Historical Licences)

From your Current Licences

click on the 3 dots for the 

licence that you want to 

provide an upload for
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Taxi and Private Hire Portal

How to provide a ‘File Upload’ of details for drivers and vehicles

The Manage Operator Uploads 

page is displayed with all the relevant 

Upload Period details shown

Click Operator Upload

After selecting the ‘Upload 

Period’ click Upload Data

For the relevant Upload Period you 

want to provide data for, select the radio 

button for the ‘Upload Type’ you intend 

to provide – either for ‘Driver’ or ‘Vehicle’
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Taxi and Private Hire Portal

The Operator Upload page is displayed 

along with your Licence Details

How to provide a ‘File Upload’ of details for drivers and vehicles

Note: The Type of Data option will be 

pre-set for you as the Upload Period 

you selected will be for ‘Driver’ or 

‘Vehicle’

Select File Upload for the 

Mode of Upload
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Taxi and Private Hire Portal

How to provide a ‘File Upload’ of details for drivers and vehicles

Note: From here, you can either 

download a template to use OR you can 

upload an existing document//file that you 

have already prepared. The file will need 

to be saved in a ‘.csv’ file format and 

contain all the required details for your 

drivers (or vehicles)

Note: For the ‘Download template’ option, the template available will based on the ‘Type of 

Data’ that you are uploading. If you have chosen to upload vehicle data, the template will 

show the details that are required for vehicles. If you chose to upload driver data, the 

template will show the details that are required for drivers
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Taxi and Private Hire Portal

Click Download template

How to provide a ‘File Upload’ of details for drivers and vehicles

Where the Type of Data = Vehicle

The downloaded template 

file is displayed

Enter the VRM, Make 

and Licence Number for 

each vehicle

Note: You will need to save the completed file 

to a location that you can then access and 

upload. It must be saved as a ‘.csv’ file format
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Taxi and Private Hire Portal

Enter the Licence 

Number, Forename and 

Surname for each driver

Click Download template

How to provide a ‘File Upload’ of details for drivers and vehicles

The downloaded template 

file is displayed

Note: You will need to save the completed file 

to a location that you can then access and 

upload. It must be saved as a ‘.csv’ file format

Where the Type of Data = Driver
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Taxi and Private Hire Portal

How to provide a ‘File Upload’ of details for drivers and vehicles

Select Browse to find and 

then upload your saved file

Note: When you have saved your completed 

file, you can then upload it. It must be saved as 

a ‘.csv’ file format

When you have added 

your file, you will see a 

“file uploaded”
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Taxi and Private Hire Portal

How to provide a ‘File Upload’ of details for drivers and vehicles

Select Validate – this will 

check that the file you 

uploaded is the correct file 

format

Note: When you have added your file, 

you will need to validate it. It must be 

saved as a ‘.csv’ file format
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Taxi and Private Hire Portal

How to provide a ‘File Upload’ of details for drivers and vehicles

If the file type is incorrect, 

an error message will be 

displayed. You will not 

then be able to upload it

Note: You will need to re-save your file to a 

location that you can access and upload. It must 

be saved as a ‘.csv’ file format
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Taxi and Private Hire Portal

How to provide a ‘File Upload’ of details for drivers and vehicles

Select X Close and then 

select Submit

Select Submit

If the file type is correct, a pop-up 

confirmation message will be displayed
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Taxi and Private Hire Portal

How to provide a ‘File Upload’ of details for drivers and vehicles

A confirmation pop-up is displayed indicating that 

you have submitted an upload for the Upload Period

You can then continue to provide the 

required upload data for any other 

remaining Upload Period(s)

Select X Close

The Upload Period that you 

have provided data for will appear 

in the list of Upload Periods with 

an updated Status

The Manage Operator Uploads  

page is displayed
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Taxi and Private Hire Portal

From your Dashboard, select 

Operator Licence and then 

scroll down to see your 

Operator Upload information. 

The Status will be shown for 

each Upload period

How to provide a ‘File Upload’ of details for drivers and vehicles

You can also view the details of your 

uploads from with your Dashboard
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Taxi and Private Hire Portal

How to advise that you are ‘Not Trading’ 
for any upload periods in support of your 
London PHV Operator’s Licence
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How to advise you were not trading for any upload period(s)

Taxi and Private Hire Portal

When you log-in to your online customer account on 

the online portal, your Dashboard is displayed

Select the Services option
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From the Manage Operator Licence card, click 

Manage Licence

Taxi and Private Hire Portal

The Services page is displayed

The Manage your 

licences page will open 

with all your Current 

Licences displayed (and 

any Historical Licences)

From your Current Licences

click on the 3 dots for the 

licence that you want to 

provide an upload for

How to advise you were not trading for any upload period(s)
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Taxi and Private Hire Portal

The Manage Operator Uploads 

page is displayed with all the relevant 

Upload Period details shown

Click Operator Upload

After selecting the ‘Upload 

Period’ click Not Trading

For the relevant Upload Period you 

want to provide data for, select the radio 

button for the ‘Upload Type’ you intend 

to provide – either for ‘Driver’ or ‘Vehicle’

How to advise you were not trading for any upload period(s)
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Taxi and Private Hire Portal

The Not Trading Declaration page 

is displayed

Click Submit

A confirmation pop-up is displayed 

indicating that you were not trading 

for the upload period

Click X Close

How to advise you were not trading for any upload period(s)
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Taxi and Private Hire Portal

You can then continue to provide the required upload 

data for any other remaining Upload Period(s)

The Upload Period that you recorded as “Not 

Trading” will no longer appear in the list of 

Upload Periods that data needs to be 

provided for

The Manage Operator Uploads  

page is displayed

How to advise you were not trading for any upload period(s)
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Taxi and Private Hire Portal

You can also view the details of your 

uploads from with your Dashboard

From your Dashboard, select 

Operator Licence and then 

scroll down to see your 

Operator Upload information. 

The Status will be shown for 

each Upload period

How to advise you were not trading for any upload period(s)
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Guidance and Support

We hope that you have found this information helpful and 
that you have been able to successfully find, and use, the 
option to provide an upload of the details for your drivers 
and vehicles in support of your London PHV Operator’s 
Licence from within your online customer account.

Should you have had any difficulty with this, please 
contact us at operators@tph.tfl.gov.uk
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