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

EVERY JOURNEY MATTERS

Taxi and Private Hire Portal TRANSPORT
L e FOR LONDON

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

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

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:

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

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

provide an upload for the details of your drivers and vehicles

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

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

them individually or providing them via uploading an approved template

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) C@

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

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

Select your SR s Choose the

Operator Licence Operittriol;pload Upload Period

Upload your Driver [ Not Trading R Confirm Not
and Venhicle Data Trading

Initial validations
of data completed

Access your
online customer
account

v
A

Process complete C@
e EVERY JOURNEY MATTERS
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How to provide an upload of the details for your drivers and vehicles e EVERY JOURNEY MATTERS

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

Note: You will need to enter
the details for your drivers
and venhicles as they appear
on the private hire driver and
vehicle paper licences that
were granted by TfL

i =

Drivers Vehicles

All the drivers that you All the venhicles that you
have used to fulfil private have used to fulfil private
hire bookings, or have hire bookings, or have
had available to you to had available to you to
fulfil bookings on a fulfil bookings on a
weekly basis weekly basis

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

8

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

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

Note: For a File Upload,
E f there are approved templates
available for you to provide
Manual File Upload your driver and vehicle data

You can manually enter You can provide an upload
the details for each of of a file that contains the

your drivers and vehicles details for all your drivers
for the relevant upload and vehicles for the

period relevant upload period

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

e EVERY JOURNEY MATTERS
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How to provide a ‘Manual’ upload of details for drivers and vehicles

MAYOR OF LONDON | Taxi and Private Hire Licence Portal

TRANSPORT
FOR LONDON

EVERY JOURNEY MATTERS

& A A ‘

When you log-in to your online customer account on

TRANSPORT
FOR LONDON
Dashboard

Services

the online portal, your Dashboard is displayed

Cvarview

Welcome to your online customer account with Taxi and Private Hire (TPHI.

On this page, you will s2a an overviaw of anyall applicationis] for a licence that you have submitted to us, any licences you already hold or any outstanding payments you need to make. Salect View all in the Application Updates or Pending Transactions section to see more

Track Your Application
datails.

¥You will also see 3 separate, Specific tab for each type of Ucence that you have applled for, e.g. Driver Licence, Vehicle Licence, Operator Licence.
Manage My Bookings
- Select "Services' In the Lefthand menu for more options In respect to the avallable services we offar within your account. Including applylng for a Ucence.

Payments

Lipdates View all Overview Guidance

Application Updates: SNOWS you the detalls and Current status

Reference Type Request Name Inftiatad on Status Action

of any applicationds) Tor a licence you have submitted to us

My Licences: Shows you the details of any licenceis) that hawve
been granted to you, Including any current Ucence held. Salect
‘Manage’ to view the options that are avallable for each
lcence

Pending Transactions: Shows you the details of any paymentis)
that you are required to make to us. Selact View all to see full

Select the Services option et ok o

My Licences

2 Copyright 2021. All rights reserved by Transport for London
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How to provide a ‘Manual’ upload of details for drivers and vehicles

MAYOR OF LONDON Taxi and Private Hire Licence Portal Screen Reader

TFL Portal
TRANSPORT

Dashboard On this page, you will find all of the available options that you have in respect to the services offered by Taxi and Private Hire (TPH), including applying for a licence.

o

The Services page is displayed

Services

From the M @) tor Li d, click
- o e Manage operator Licence card, CliC
Apply for a New PHV Driver's Licence
.
) You can Apply for New Operator Select this option to apply for a new Select this option to apply for a new M an a e L I C e n C e
Manage My Bookings Licence by accessing this service. You private hire vehicle (PHV) driver's taxi ('black cab'] driver's licence. You

Track Your Application Apply for a New PHV Operators Licence Apply for a New Taxi Driver's Licence

are requested to provide required licence. You will be required to will be required to complete all
P details in respective section of complete all sections of the online sections of the online application form
ayments e e N . .
application form. application form and provide and provide supporting evidence.
supporting evidence.
Correspondence Apply Now Apply Now

Apply Now

Apply for a New Vehicle Licence Request a Vehicle Block Baoking Manage Operator Licence

You can Apply for Vehicle Licence by To initiate a Block Booking for your

clicking on this service, You are vehicles, you may access this service.
requested to provide required details g operator upload.
in respective section of application Block Booking

form MAYOR OF LONDON Taxi and Private Hire Licence Portal Screen Reader TFL Portal
TRANSPORT

Dashboard Manage your licences

T e From your Current Licences

Track Your Application

S click on the 3 dots for the

pa— 30001368

R licence that you want to
provide an upload for

Apply Now

Request a Vehicle Exemption Request a Vehicle Modification

© Copyright 2021. All rights reserved by Transport for

Report a Vehicle Accident

The Manage your
licences page will open
with all your Current

Start Date Expiry Date
12/03/2024 22/06/2024

Licences displayed (and
any Historical Licences)

© Copyright 2021. AlL rights reserved by Transport for London
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How to provide a ‘Manual’ upload of details for drivers and vehicles

MAYOR OF LONDON | Taxi and Private Hire Licence Portal Screen Reader  TFL Portal A A A

TRANSPORT p
FOR LONDON Search Q . T

©

Dashboard Manage your licences
Curren t Licences Histerical Licences -
Click Operator Upload
The Manage Operator Uploads

/

page is displayed with all the relevant
Upload Period details shown

MAYOR OF LONDON | Taxi and Private Hire Licence Portal creen Reader A A A
TRANSPORT
FOR LONDON

Dashboard Manage Operator Uploads

Services
ion

lominated Representative
Lord Tatart Autojk Tastdo

Start Date Expiry Date
12/03/2024 22/06/2024

After selecting the ‘Upload
Period’ click Upload Data

ccccc

© Copyright 2021. All rights reserved by Transport for London

For the re|evant Up|0 ad Period you A, Vst I Ve I, o
want to provide data for, select the radio
button for the ‘Upload Type’ you intend
to provide — either for ‘Driver’ or ‘Vehicle’

e EVERY JOURNEY MATTERS

20/05/2024 - 26/05/2024 Vehicle N/A N/A N/A Not Received

13/05/2024 - 19/05/2024 Driver N/A N/A N/A Not Received
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How to provide a ‘Manual’ upload of details for drivers and vehicles

MAYOR OF LONDON

Taxi and Private Hire Licence Portal

The Operator Upload page is displayed
along with your Licence Details

TRANSPORT
FOR LONDON

Upload Period

20/05/2024 - 26/05/2024

Transportforlondon | Tax and Private Hire Portal
Type of Data

uuuuuuuu

Mode of Upload I

O Manual O File Upload

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn

© Copyright 2021. Al rights reserved by Transport for London

Select Manual for the
Mode of Upload

Note: The Type of Data option g You will need to
will be pre-set for you as the enter the details
Upload Period you selected for your drivers

will be for ‘Driver’ or ‘Vehicle’ (or vehicles) so
select Add new

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

& o ) }
Note: You will need to enter the details for
your drivers and vehicles as they appear on
. NonbRhenecdicle ter the private hire driver and vehicle paper

Kindly uncheck the Add new checkbox to save the details

licences that were granted by TfL

Cor dence

the required detalils

eeeeeeeee

nnnnnn

eeeeeeeeeeeee

Select Add

O HNote:

Kindly uncheck the Add new checkbox to save the details

Private Hire Licence Number

When you Add the detalils
for your drivers (or
vehicles), their details will
appear in the section above

e EVERY JOURNEY MATTERS
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How to provide a ‘Manual’ upload of details for drivers and vehicles

F LONDON | Transport for London | Taxl and Private Hire ]

When you have added the details
for all your drivers (or vehicles),
untick the Add new box

nnnnnnnn
nnnnn

Driver

Select Submit ® T

e EVERY JOURNEY MATTERS
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How to provide a ‘Manual’ upload of details for drivers and vehicles

A confirmation pop-up is displayed indicating that

Your operator upload details
submitted successfully for period

:13/01/2025 - 19/01/2025 @
Note: You can find your uploads in Operator dashboard

you have submitted an upload for the Upload Period

The Manage Operator Uploads
page is displayed

Select X Close

Dashboard Manage Operator Uploads

30001984

The Upload Period that you
have provided data for will appear
In the list of Upload Periods with

an updated Status = - :

nnnnnnnnnnnnnnnnn

You can then continue to provide the
required upload data for any other
remaining Upload Period(s

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

MAYOR OF LONDON rt for London TJaxi and Private Hire Portal

© sz You can also view the details of your
uploads from with your Dashboard

Overview Operator Licence Vehicle Licence
Services
©On this page, you will see details of any/all application(s} for an operator’s licence that you have submitted to us, any operator licences you already hold or the details of any operator uploads that need to be
provided to us. Select View all or + within the relevant section to see more details.
Track Your Application
Note: Select "Services’ in the lefthand menu for more options in respect to the available services we offer within your account, including applying for a licence.
Manage My Bookings
Payments Application Updates View all Operator Licence Guidance
Correspondence Reference Number Reference Type Request Name Initiated on Status Action Application Updates: Shows you the details and current status
of any application(s) for an operator’s licence you have
submitted to us
User Manuals 30001984 Operator Application/Licence PHV Operator Licence - Variation Application (Postal) 221142024 Decision Made Operator Upload: Shows you the details and current status of
any operator uploads needing to be submitted to us. Select a
licence number to view further details.
30001984 Operator Application/Licence PHV Operator Licence - New Application (Postal) 08/11/2024 Decision Made My Licences: Shows you the details of any operato
that have been granted to you, including any curre;
held. Select ‘Manage’ to view the options that are 3
OAPPO00I0625 Operator Application/Licence PHV Operator Licence - New Application [Postal) 08/11/2024 Decision Made cach operator’s licence F rO m yO u r Da.S h b O ar d y Se | e Ct

Operator Licence and then
Licence Number - - scroll down to see your
Operator Upload information.
Upload period Uploaded on Uploaded by Record count Upload type Status Expiry date: 09/11/72027 The St at u S Wl ” b e Shown for
each Upload period

27/01/2025 - 02/02/2025 N/A N/A N/A Vehicle Not Received

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

MAYOR OF LONDON | Taxi and Private Hire Licence Portal

TRANSPORT
FOR LONDON

EVERY JOURNEY MATTERS

& A A ‘

When you log-in to your online customer account on

TRANSPORT
FOR LONDON
Dashboard

Services

the online portal, your Dashboard is displayed

Cvarview

Welcome to your online customer account with Taxi and Private Hire (TPHI.

On this page, you will s2a an overviaw of anyall applicationis] for a licence that you have submitted to us, any licences you already hold or any outstanding payments you need to make. Salect View all in the Application Updates or Pending Transactions section to see more

Track Your Application
datails.

¥You will also see 3 separate, Specific tab for each type of Ucence that you have applled for, e.g. Driver Licence, Vehicle Licence, Operator Licence.
Manage My Bookings
pte: SELECE ‘Services’ In the lefthand menu for more options In respect to the avallable services we offer within your account. Including applying for a Ucence.

Payments

Updates View all Overview Guidance

Application Updates: SNOWS you the detalls and Current status

Reference Type Request Name Inftiatad on Status Action

of any applicationds) Tor a licence you have submitted to us

My Licences: Shows you the details of any licenceis) that hawve
been granted to you, Including any current Ucence held. Salect
‘Manage’ to view the options that are avallable for each
lcence

Pending Transactions: Shows you the details of any paymentis)
that you are required to make to us. Selact View all to see full

Select the Services option et ok o

My Licences

2 Copyright 2021. All rights reserved by Transport for London
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How to provide a ‘File Upload’ of details for drivers and vehicles

MAYOR OF LONDON Taxi and Private Hire Licence Portal Screen Reader

TFL Portal
TRANSPORT

Dashboard On this page, you will find all of the available options that you have in respect to the services offered by Taxi and Private Hire (TPH), including applying for a licence.

o

The Services page is displayed

Services

From the M @) tor Li d, click
- o e Manage operator Licence card, CliC
Apply for a New PHV Driver's Licence
.
) You can Apply for New Operator Select this option to apply for a new Select this option to apply for a new M an a e L I C e n C e
Manage My Bookings Licence by accessing this service. You private hire vehicle (PHV) driver's taxi ('black cab'] driver's licence. You

Track Your Application Apply for a New PHV Operators Licence Apply for a New Taxi Driver's Licence

are requested to provide required licence. You will be required to will be required to complete all
P details in respective section of complete all sections of the online sections of the online application form
ayments e e N . .
application form. application form and provide and provide supporting evidence.
supporting evidence.
Correspondence Apply Now Apply Now

Apply Now

Apply for a New Vehicle Licence Request a Vehicle Block Baoking Manage Operator Licence

You can Apply for Vehicle Licence by To initiate a Block Booking for your Select this option to mg <
clicking on this service. You are vehicles, you may access this service. services related to, HV operator's
requested to provide required details licence, includinfoperator upload.
in respective section of application Block Booking
form DY) Taxi and Private Hire Licence Portal Screen Reader  TFL Portal

Apply Now

Dashboard Manage your licences

T e From your Current Licences

Track Your Application

S click on the 3 dots for the

pa— 30001368

R licence that you want to
provide an upload for

Request a Vehicle Exemption Request a Vehicle Modification

© Copyright 2021. All rights reserved by Transport for

Report a Vehicle Accident

The Manage your
licences page will open
with all your Current

Start Date Expiry Date
12/03/2024 22/06/2024

Licences displayed (and
any Historical Licences)

© Copyright 2021. AlL rights reserved by Transport for London

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

MAYOR OF LONDON | Taxi and Private Hire Licence Portal Screen Reader  TFL Portal A A A

TRANSPORT p
FOR LONDON Search Q . T

©

Dashboard Manage your licences
Curren t Licences Histerical Licences -
Click Operator Upload
The Manage Operator Uploads

/

page is displayed with all the relevant
Upload Period details shown

MAYOR OF LONDON | Taxi and Private Hire Licence Portal creen Reader A A A
TRANSPORT
FOR LONDON

Dashboard Manage Operator Uploads

Services
ion

lominated Representative
Lord Tatart Autojk Tastdo

Start Date Expiry Date
12/03/2024 22/06/2024

After selecting the ‘Upload
Period’ click Upload Data

ccccc

© Copyright 2021. All rights reserved by Transport for London

For the re|evant Up|0 ad Period you A, Vst I Ve I, o
want to provide data for, select the radio
button for the ‘Upload Type’ you intend
to provide — either for ‘Driver’ or ‘Vehicle’

e EVERY JOURNEY MATTERS

20/05/2024 - 26/05/2024 Vehicle N/A N/A N/A Not Received

13/05/2024 - 19/05/2024 Driver N/A N/A N/A Not Received
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How to provide a ‘File Upload’ of details for drivers and vehicles

MAYOR OF LONDON

TRANSPORT
FOR LONDON

Taxi and Private Hire Licence Portal Screen Read

The Operator Upload page is displayed
along with your Licence Details

Licence Details

30001368

Track Your Application % Active

Mominated Representative Organisation Name Start Date Expiry Date Last Upload
Lord Tatart Autojk Testdo Fgh 12/03/2024 22/06/2024 05/06/2024

Payments

Correspondence

Upload Period

20/05/2024 - 26/05/2024

Select File Upload for the
Mode of Upload

Type of Data

O Manwal | File Uploas Note: The Type of Data option will be
pre-set for you as the Upload Period
you selected will be for ‘Driver’ or
‘Vehicle’

e EVERY JOURNEY MATTERS

© Copyright 2021. All rights reserved by Transport for London
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How to provide a ‘File Upload’ of details for drivers and vehicles

MAYOR OF LONDON ] Transport for London ] Taxi and Private Hire Portal A A A+

= e o] @ Note: From here, you can either

| | download a template to use OR you can
T upload an existing document//file that you
have already prepared. The file will need

Track Your Application

Manage My Bookings

to be saved in a “.csV’ file format and
contain all the required details for your
drivers (or vehicles)

Mode of Upload

(O Manual (@ File Upload

Please choose a valid Vehicle 'csv' file to upload. For sample file please click on Download Template link.Maximum file size is 10 MB.

Sr. No. Document Name Attach Document

(4]} Operator Upload

|I| Drag and drop files here Browse

Files Supported : .esv Maxi

Qa

© Copyright 202I. All rights reserved by Transport for London

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 detalls that are required for drivers

e EVERY JOURNEY MATTERS
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How to provide a ‘File Upload’ of details for drivers and vehicles

e T Where the Type of Data = Vehicle

O Manual @ File Upload

0 / The downloaded template
‘You can reference any previously uploaded operator data from the Reference period field. Please select the reference period and . . .
: file is displayed

the system would show the d

Click Download template

° AutoSave (® off) v Qv < tfl-vehicle-data-file-format jel Michael Stack _\‘_
Note:-
i i i lat
Please choose a valid Driver "csv' file to upload. For sample file please click on Download Template link.Maximum file size File m Insert Page Layout Formulas Data Review View Automate Help ‘  Comments ‘ ‘ & Share |
Arial vi2 v 9 i =
Sr. No. Document Name Attach Document |_‘2g na A
~ B I U~ C AT I -
ol Operator Upload ; ; L] A Number Cells Editing
5 |1| Drag and drop files here - -
i H Clipboard [ Font 5 Alignment Styles Analysis Sensitivity Add-ins ~
c2 - X v fr || 123456 v
2 o o N
VRM Vehicle mzVehicle licence humber

|Lc24TPH Fora  [123456 | Enter the VRM, Make

and Licence Number for
each vehicle

© Copyright 202I. All rights reserved by Transport for London I
4
5
6
7
8
9

Note: You will need to save the completed file
to a location that you can then access and 1
upload. It must be saved as a ‘.csV’ file format e ‘

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

L ] P = Where the Type of Data = Driver

O Manual @ File Upload

Reference Period

|

0 / The downloaded template
‘You can reference any previously uploaded operator data from the Reference period field. Please select the reference period and . . .
: file is displayed

the system would show the

=== g Click Download template

@ Autosave (@ orr) v Qv 5 ti-driver-datafilefor. (g v £ search
o Note:- _
File Home |Insert Page Layout Formulas Data Review View Automate Help | = comments |
Please choose a valid Driver ".csv' file to upload. For sample file please click on Download Template link.Maximum file size _
& [aptosNarow — +|[11 <] A" A7 = ! - /C)
Sr. No. Document Name Attach Document @~ B I U A = Find &
- = H Format~ | &~ Select -
ol Operator Upload = -
i Clipboard 5 Font s Alignment 0 Number Stles | Cells Editing Sensitivity | Add-ins
! Drag and drop files here i (i) POSSIBLE DATA LOSS Some features might be lost if you save this workbook in the comma-delimited (.csv) format. To preserve these features, save it in an Excel file format. | Don't show again | | Save As.. x
c2 ~ i XV fx Mas ~

© Copyright 202I. All rights reserved by Transport for London

Enter the Licence
Number, Forename and

Surname for each driver

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

tfl-driver-data-file-format + : 4

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

MAYOR OF LONDON ] Transport for London | Taxi and Private Hire Portal

TRANSPORT
FOR LONDON

Note: When you have saved your completed
file, you can then upload it. It must be saved as
a ‘.csv’ file format

eeeeeee 13/01/2025 - 19/01/2025

T

Track Your Application
Type of Data
Manage My Bookings

Payments

Mode of Upload
Correspondence

() Manual, (@ File Upload

Downiond template Select Browse to find and

e then upload your saved file

Please choose a valid Vehicle "csv' file to upload. For sample file please click on Download Template link.Maximum file size is 10 MB.

Sr. No. Document Name Attach Document

0l Operator Upload

| file uploaded »

Maximum Size : 10MB

gggggg When you have added

your file, you will see a
“file uploaded”

e EVERY JOURNEY MATTERS
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How to provide a ‘File Upload’ of details for drivers and vehicles

MAYOR OF LONDON | Transport for London | Taxi and Private Hire Portal

po - 1 Note: When you have added your file,
L B you will need to validate it. It must be
saved as a ‘.csV’ file format

13/01/2025 - 19/01/2025

Track Your Application
Type of Data
Manage My Bookings

Payments

O@ o Select Validate — this will
° check that the file you
uploaded is the correct file

Correspondence

Download template

o format
Please choose a valid Vehicle "csv' file to upload. For sample file please click on Download Template link.Maximum file size is 10 MB.
Sr. No. Document Name Attach Document
0l Operator Upload i
D | file uploaded ie or rowse
Files Supported : .csv Maximum Size : 10MB

]

© Copyright 202I. ALl rights reserve d by Transport for London

e EVERY JOURNEY MATTERS
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How to provide a ‘File Upload’ of details for drivers and vehicles

MAYOR OF LONDON | Taxi and Private Hire Licence Portal
Q File type is not supported

TRANSPORT
FOR LONDON

Type of Data
Dashboard

Services

Track Your Application

If the file type is incorrect,
Mode of Upload an error message will be
O Manual | @ File Upload displayed. You will not
Download template then be able to upload it

Payments

Correspondence

o Note:-

Please choose a valid Driver "csv' file to upload. For sample file please click on Download Template link.Maximum file size is 10 MB.

Sr. No. Document Name Attach Document
0l Operator Upload 77777 s
|I| Drag and drop files here Browse
Files Supported : .csv Maximum Size : 10MB

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

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

MAYOR OF LONDON

Transport for London

Taxi and Private Hire Portal

] A | 'If the file type is correct, a pop-up

TRANSPORT
FOR LONDON

confirmation message will be displayed

Operator Upload

Track Your Application Licence Details

Manage My Bookings 30001984

@ Active

e —
Nominated Representative S—— p—

Mr Sheikh Zulfiqar

Expiry Date Last Upload
I . 09/11/2027 04/02/2025
X Close|

Details entered have been validated

successfully. Please click on Submit to upload
Upload Period your data.

Select X Close and then

select Submit

13/01/2025 - 19/01/2025
-~

Type of Data

Mode of Upload

(O Manual| (@ File Upload

Download template

r sample file please click on Download Template link.Maximum file size is |0 MB.
© Copyright 2021. AUl rights reserved by Transport for London

Select Submit

e EVERY JOURNEY MATTERS
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How to provide a ‘File Upload’ of details for drivers and vehicles

A confirmation pop-up is displayed indicating that

Your operator upload details
submitted successfully for period

:13/01/2025 - 19/01/2025 @

Mote: You can find your uploads in Operator dashboard

you have submitted an upload for the Upload Period

I | MAYOR OF LONDON | Transport for London | Taxi and Private Hire Portal T h e M an ag e O p e r at O r U p I O ad S
Select X Close — page is displayed

1017 /02/2025 17 1 i ed
117 /02/2025 7 7 1/ ed
I h e l ' p | O ad P er I O d th a yo u 20/01/2025 - 26/01/2025 Driver N/A N/A N/A Not Received
Correspondence
. . 20/01/2025 - 26/01/2025 Vehicle N/A N/A N/A Not Received
have prowded data for will appear oo s
13/01/2025 - 19/01/2025 Driver 04/02/2025 Sheikh Zulfiqar NiA Awaiting Validation
I n th e I ISt Of U p | O ad I er I O d S Wlth 13/01/2025 - 19/01/2025 Vehicle 04/02/2025 Sheikh Zulfiqar N/A Awaiting Validation I
30/12/2024 - 05/01/2025 Driver N/A N/A N/A Not Received

an updated Status

You can then continue to provide the
required upload data for any other
remaining Upload Period(s

O O O O O Ofjogo o © O ©

© Copyright 2021. AlL rights reserved by Transport for London

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

MAYOR OF LONDON rt for London TJaxi and Private Hire Portal

© sz You can also view the details of your
uploads from with your Dashboard

Overview Operator Licence Vehicle Licence
Services
©On this page, you will see details of any/all application(s} for an operator’s licence that you have submitted to us, any operator licences you already hold or the details of any operator uploads that need to be
provided to us. Select View all or + within the relevant section to see more details.
Track Your Application
Note: Select "Services’ in the lefthand menu for more options in respect to the available services we offer within your account, including applying for a licence.
Manage My Bookings
Payments Application Updates View all Operator Licence Guidance
Correspondence Reference Number Reference Type Request Name Initiated on Status Action Application Updates: Shows you the details and current status
of any application(s) for an operator’s licence you have
submitted to us
User Manuals 30001984 Operator Application/Licence PHV Operator Licence - Variation Application (Postal) 221142024 Decision Made Operator Upload: Shows you the details and current status of
any operator uploads needing to be submitted to us. Select a
licence number to view further details.
30001984 Operator Application/Licence PHV Operator Licence - New Application (Postal) 08/11/2024 Decision Made My Licences: Shows you the details of any operato
that have been granted to you, including any curre;
held. Select ‘Manage’ to view the options that are 3
OAPPO00I0625 Operator Application/Licence PHV Operator Licence - New Application [Postal) 08/11/2024 Decision Made cach operator’s licence F rO m yO u r Da.S h b O ar d y Se | e Ct

Operator Licence and then
Licence Number - - scroll down to see your
Operator Upload information.
Upload period Uploaded on Uploaded by Record count Upload type Status Expiry date: 09/11/72027 The St at u S Wl ” b e Shown for
each Upload period

27/01/2025 - 02/02/2025 N/A N/A N/A Vehicle Not Received

EVERY JOURNEY MATTERS



Taxi and Private Hire Portal

TRANSPORT
FOR LONDON

EVERY JOURNEY MATTERS

How to advise that you are ‘Not Trading’
for any upload periods in support of your
London PHV Operator’s Licence

PRIVATE HIRE

e EVERY JOURNEY MATTERS




Taxi and Private Hire Portal

How to advise you were not trading for an

MAYOR OF LONDON | Taxi and Private Hire Licence Portal

y upload period(s)

TRANSPORT
FOR LONDON

EVERY JOURNEY MATTERS

& A A ‘

When you log-in to your online customer account on

TRANSPORT
FOR LONDON
Dashboard

Services

the online portal, your Dashboard is displayed

Cvarview

Welcome to your online customer account with Taxi and Private Hire (TPHI.

On this page, you will s2a an overviaw of anyall applicationis] for a licence that you have submitted to us, any licences you already hold or any outstanding payments you need to make. Salect View all in the Application Updates or Pending Transactions section to see more

Track Your Application
datails.

¥You will also see 3 separate, Specific tab for each type of Ucence that you have applled for, e.g. Driver Licence, Vehicle Licence, Operator Licence.
Manage My Bookings
- Select "Services’ In the Lefthand menu for more options In respect to the avallable services we offer within your account. Including applylng for a Ucence.

Payments

Lipdates View all Overview Guidance

Application Updates: SNOWS you the detalls and Current status

Reference Type Request Name Inftiatad on Status Action

of any applicationds) Tor a licence you have submitted to us

My Licences: Shows you the details of any licenceis) that hawve
been granted to you, Including any current Ucence held. Salect
‘Manage’ to view the options that are avallable for each
lcence

Pending Transactions: Shows you the details of any paymentis)
that you are required to make to us. Selact View all to see full

Select the Services option et ok o

My Licences

2 Copyright 2021. All rights reserved by Transport for London

EVERY JOURNEY MATTERS
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How to advise you were not trading for any upload period(s)

MAYOR OF LONDON Taxi and Private Hire Licence Portal Screen Reader

TFL Portal
TRANSPORT

Dashboard On this page, you will find all of the available options that you have in respect to the services offered by Taxi and Private Hire (TPH), including applying for a licence.

o

The Services page is displayed

Services

From the M @) tor Li d, click
- o e Manage operator Licence card, CliC
Apply for a New PHV Driver's Licence
.
) You can Apply for New Operator Select this option to apply for a new Select this option to apply for a new M an a e L I C e n C e
Manage My Bookings Licence by accessing this service. You private hire vehicle (PHV) driver's taxi ('black cab'] driver's licence. You

Track Your Application Apply for a New PHV Operators Licence Apply for a New Taxi Driver's Licence

are requested to provide required licence. You will be required to will be required to complete all
P details in respective section of complete all sections of the online sections of the online application form
ayments e e N . .
application form. application form and provide and provide supporting evidence.
supporting evidence.
Correspondence Apply Now Apply Now

Apply Now

Apply for a New Vehicle Licence Request a Vehicle Block Baoking Manage Operator Licence

You can Apply for Vehicle Licence by To initiate a Block Booking for your Select this option to mg <
clicking on this service. You are vehicles, you may access this service. services related to, HV operator's
requested to provide required details licence, includinfoperator upload.
in respective section of application Block Booking
form DY) Taxi and Private Hire Licence Portal Screen Reader  TFL Portal

Apply Now

Dashboard Manage your licences

T e From your Current Licences

Track Your Application

S click on the 3 dots for the

pa— 30001368

R licence that you want to
provide an upload for

Request a Vehicle Exemption Request a Vehicle Modification

© Copyright 2021. All rights reserved by Transport for

Report a Vehicle Accident

The Manage your
licences page will open
with all your Current

Start Date Expiry Date
12/03/2024 22/06/2024

Licences displayed (and
any Historical Licences)

© Copyright 2021. AlL rights reserved by Transport for London

EVERY JOURNEY MATTERS
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How to advise you were not trading for any upload period(s)

MAYOR OF LONDON | Taxi and Private Hire Licence Portal Screen Reader  TFL Portal A+

TRANSPORT p
FOR LONDON Search Q . T

©

Dashboard Manage your licences
Curren t Licences Histerical Licences .
Click Operator Upload
The Manage Operator Uploads

/

page is displayed with all the relevant
Upload Period detalls shown

lominated Representative
Lord Tatart Autojk Tastdo

20372020 Z2/0ErI2 MAYOROFLONDON |  Taxi and Private Hire Licence Portal
TRANSPORT
FOR LONDON

Dashboard Manage Operator Uploads

Services
rack Your ication

After selecting the ‘Upload
Period’ click Not Trading

© Copyright 2021. All rights reserved by Transport for London aymen @ Active

For the re|evant Up|0 ad Period you A, Vst I Ve I, o
want to provide data for, select the radio
button for the ‘Upload Type’ you intend
to provide — either for ‘Driver’ or ‘Vehicle’

e EVERY JOURNEY MATTERS

20/05/2024 - 26/05/2024 Vehicle N/A N/A N/A Not Received

13/05/2024 - 19/05/2024 Driver N/A N/A N/A Not Received
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How to advise you were not trading for any upload period(s)

OF LONDON | Transport for London | Taxi and Private Hire Portal

ESoEcEm The Not Trading Declaration page
Is displayed

Upload Period

‘ 06/01/2025 - 12/01/2025

Type of Data
Click X Close
a
‘‘‘‘‘ -EX Close|
You have successfully opted for Not __\‘
- 5 Trading f iod:06/01/2025 -
Click Submit Trading for peric ©

MNote: You can find your uploads in Operator dashboard

A confirmation pop-up is displayed
indicating that you were not trading

for the upload period

s ————————————————————————————————"s ————+"————""—————————\ —
e EVERY JOURNEY MATTERS
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How to advise you were not trading for any upload period(s) EVERY JOURNEY MATTERS

,gN — ] The Manage Operator Uploads
Manage Operator Uploads page iS dISpIayed

Track Your Application 30001984

Manage My Bookings

The Upload Period that you recorded as “Not
vy orver " i i Nt Rceved Tradin g " will no lon ger appear in the list of
27/01/2025 - 02/02/2025 Vehicle NiA N/A N/A Not Received U p I Oad P e rl Od S th at d ata n eed S to be

O

O

O 20/01/2025 - 26/01/2025 Driver N/A N/A N/A Not Received -
rovided for

O 20/01/2025 - 26/01/2025 Vehicle N/A N/A N/A Not Received p

O 13/01/2025 - 19/01/2025 Driver N/A N/A N/A Not Received

O 13/01/2025 - 19/01/2025 Vehicle N/A N/A N/A Not Received

O 06/01/2025 - 12/01/2025 Vehicle N/A N/A N/A Not Received

You can then continue to provide the required upload
data for any other remaining Upload Period(s)

e EVERY JOURNEY MATTERS
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How to advise you were not trading for any upload period(s)

© sz You can also view the details of your
uploads from with your Dashboard

Overview Operator Licence Vehicle Licence
Services
©On this page, you will see details of any/all application(s} for an operator’s licence that you have submitted to us, any operator licences you already hold or the details of any operator uploads that need to be
provided to us. Select View all or + within the relevant section to see more details.
Track Your Application
Note: Select "Services’ in the lefthand menu for more options in respect to the available services we offer within your account, including applying for a licence.
Manage My Bookings
Payments Application Updates View all Operator Licence Guidance
Correspondence Reference Number Reference Type Request Name Initiated on Status Action Application Updates: Shows you the details and current status
of any application(s) for an operator’s licence you have
submitted to us
User Manuals 30001984 Operator Application/Licence PHV Operator Licence - Variation Application (Postal) 221142024 Decision Made Operator Upload: Shows you the details and current status of
any operator uploads needing to be submitted to us. Select a
licence number to view further details.
30001984 Operator Application/Licence PHV Operator Licence - New Application (Postal) 08/11/2024 Decision Made My Licences: Shows you the details of any operato
that have been granted to you, including any curre;
held. Select ‘Manage’ to view the options that are 3
OAPPO00I0625 Operator Application/Licence PHV Operator Licence - New Application [Postal) 08/11/2024 Decision Made cach operator’s licence F rO m yO u r Da.S h b O ar d y Se | e Ct

Operator Licence and then
Licence Number - - scroll down to see your
Operator Upload information.
Upload period Uploaded on Uploaded by Record count Upload type Status Expiry date: 09/11/72027 The St at u S Wl ” b e Shown for
each Upload period

27/01/2025 - 02/02/2025 N/A N/A N/A Vehicle Not Received

EVERY JOURNEY MATTERS



Guidance and Support

TRANSPORT
FOR LONDON

EVERY JOURNEY MATTERS

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

PRIVATE HIRE

e EVERY JOURNEY MATTERS
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