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LICENCECHECK

driving licence verification

The LICENCECHECK DLVS service is offered to ‘Clients’ that can demonstrate a business
need to check the driving licence of an employee or worker. Accounts may be opened on
application, and are provided under a strict Code of Practice (CoP) that accompany this
document. The CoP must be followed in detail and must be agreed in writing by the
applicant before access the DLVS service is granted.

Full ‘Administrator & ‘User’ training is included within the offer, and which is usually
delivered in 2 parts during office hours by appointment or an ad-hoc basis if urgently
required by the client.

Part 1 — Mandate creation, submission and site navigation
Part 2 — Understanding the results and immediate actions

Each training part takes approx. 30 minutes per session, subject to each user
requirements and operational understanding.

Our standard opening hours for Customer Support is: Mon — Fri 8:30 am —5:30 pm
Different scheduled times outside these days and hour are available but are subject to
advance notice.
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Secure Encrypted System

Login

Each system user that has been granted access by a system ‘Administrator’
will be provided access to the DLVS service via an internet browser such as
‘Internet Explorer’ ‘Mozilla Firefox” or ‘Chrome’ to
https://www.drivinglicencechecking.co.uk — This site is secured by extended
validation up to 256bit encryption (subject to the browser version installed on
the client PC)

Access is gained via user ‘User Name’ and encrypted ‘Password’ issued by the
client company ‘Administrator’
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® Client Account Types [ICENCECHECK

» Client System Administrator Default Settings (SA) » Client System User (SU)

» multi-user management » immediate actions
» management & users » critical actions
» locations & departments » driver management

» company site structure » archive/disable/recheck now

> driver types » mandate management
» creation/updates

» licence management
b check results/risk profile

» Reports
» risk level/category/endorsements

» system credits

» Company/nominated/contractor/screening
» system email communication

» send driver mandates
» licence points and risk levels

» high/medium/low

» mandate rechecks and frequencies periods » allozation
» by penalty points/high risk endorsement types » customer support
» risk level management » support contact and email details

» company risk level
» credit and cost centre management

» by location/department

Client Account Types

* The detail contained within this slide is a summary of navigation pages
available within DLVS customer account using the top navigation bar provided.
Some accounts may not display all options. This is subject to the agreed setup
configuration with your account manager and client requirements.
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Driver View
View Existing Drivers

This page will display all driver records that have been created within your
account (via creation of a D796 driver mandate)

* Various options are available by searching as below

* Surname — Full licence and mandate results (if checked by the DVLA)

* Archive — Use this button to remove a licence holder that you are no
longer responsible for monitoring, or has left your employ, or if they
have withdrawn consent.

» Disable/Enable — This button is used to stop/start checks being carried
out on a licence holder. When disabled this over rides the ‘Frequency
Auto-Schedule’ settings (set by Administrator) and prevents
unnecessary checks taking place.
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Driver Record View

* When clicking on the ‘Surname’ of a licence holder within ‘View Existing
Drivers’ a new window is exposed to show a full record of the current or last
licence check taken place (slide 5 & 6)

* The facility exists to print this record if required.
e This report identifies the ‘licence status’ including ‘Risk’, ‘Licence Issue

Number,’ ‘Address Mismatch, ‘Category Entitlements’, ‘Endorsements &
Convictions’ (including dates of validation) and more.
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Driver Record View

* Where you see a text ‘hyperlink’ as shown, this indicates further information
is available for this record.
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Create a New Driver Mandate

* This main access area allows the creation of D796 driver mandates.

* Various options for mandate creation are available

Full Mandate — If full details available

Partial Mandate — If name only available. Email to licence holder direct
from system to update online to complete process

Blank Mandate — No driver information available — Create a bundle of
unique documents (issue once only) to each licence holder for
completion

Master data import routine — Please speak with your account manager
(.csv, .xls, xIsx) template provided

Fully managed service — Direct via email or post to the driver and
return, unresponsive request report available. Please contact your
account manager for this option
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Created PDF D796 Driver Mandate

* This screen shows the mandate created as a PDF which can be printed locally,
emailed to a recipient or saved for later use.
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Created D796 Driver Mandates

e On creation of a D796 driver mandate, the details will be recorded within your
account under the section “ Created — Edit, Re-Issue Mandates”. Each will hold
a unique ref number e.g. MC00000-1-A for the first record and MC00000-2-A
for the second driver record and so on.

e |f a driver record has been created incorrectly, the record should be amended
by using the Edit icon. The system may request that a new D796 driver
mandate be re-created with a new version and signed by the licence holder.
The number issued will be incremental to the previous version ref number —
i.e. MC00000-1-B then C and so on for all future mandates created for the
same licence holder.

* The reference Number ‘MC00000’ is your customer account number with
LICENCECHECK

* The numerical number ‘1 or 2’ is the unique mandate reference number for a
specific licence holder

* The last alpha character A, B, Cis the version of the mandate which is the
latest ‘live’ version. All other versions i.e. A & B will be superseded by C and so
on. It is not vital that you return the earlier versions in this sequence.
However, you must return the correct signed version of the mandate for
which you are expecting a result. The version must match the system
electronic version displayed against the driver record, recorded on the system.
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@ Client System User Account (SU) - DVLA Licences Check

Driver Licences [/ Immediste Actions Reports My Credity Support About

D Lo | Licaens Cuechad [glmi] Test Account 'rmlg.g

LICENCES CHECKED
* Siohs Legend |

Cumant fiter oppled: None

| ot il |
[ [ s [ Y[ | O v Joms [
L3 r (] ] B Company Marcrarme Dumubtion A EADCLE0IIODST D RADCLFFE  DAMIRL @ | Duacne | £
. r 0 @ B company Mirchessr  Disutton 4 BATHORCEY NS CATHIRINE @ | Grable |
® r 0 @ B compy Minchemee  Damutten A \EETTROI0IGRPTE, T BRANDON @ | Dute | [ ReChecktion]
. L 0 -] B company Narche Dazusmon (Y 101 YEAR BUZZ LIGHT @ | Dassie |
L r o L B company Waringion Logistics & Wareh 344 RANERMPIDA DAMIELS AL @ | ratte | Ra-Check ow =
- r 3 3 B Company Warrgtsn Logacs & Warsh &4 JANESRSI0NPDER JAMES NATALEE @ | Dmse |
- [} 3 B comosy Warrgton Logistics & Warsh 42.4 ARG JRRG LEMOH KETH @ | Disatre |
L] r o B B Company Waningian Logies & Wanh 504 DONAPITIAPIFRG DONALD PaLL D | et | Pa-Chaci How | L
L] H a B company Warsngton Logistics & Wamh 45.4 HoiDERsEEITITEE HOLDER TARAH @ | Dsabie | Ba-Chack How
. 3 5 B commey Waringion Logiescs & Wareh 454 it e s PITSTOR PENELOPE @ | Dumeie |
L] i B Compary Wamngion Logitics & Wareh 41-4 GALLABEIDISEPSOH GALLACHER  (IRSTY L= waLm2 @ | Dusie | @l

DVLA Licences Checked
* This page displays the licence result obtained from the DVLA

* Filters can be used to display a variety of different results from the results
obtained
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MY IMMEDIATE ACTIONS
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My Credits

000001 | | Test Account | | ichard.tacho || Log out|

Disquauren / Revoxep / ExpireD LICENCE & CATEGORY ENTITLEMENTS / LICENCE Types IN HiGH Risx x

Points  Firstname Surname Category Location Department Driver Number Last Chedked - Expiry Date - Disqualified Unti
v  Revoked |
0 KETH LEMON Company Waringten Logisties & Warshouse LEMONS0101 2105FG 18112012 22012022 B
|75 Uicence Types In High Risk[Disqualdied/Revoked Unti New Test is Passed) |
|75 Expired Vocational Category Entitlements
[ }- Expired Drmang Licence
| v Diquslified
3 KRSTY

GALLACHER Company Warringten Logistics & Warehouse GALLABS1015K99GH 18112012 021072016 0210/2013

Licence WarninGs & Nomrcamons x

Points  Firstname

Surname Category Location Department Driver Number Last Checked Expiry Date

I'y High Risk Drrver(s)

Expired Photocards

DQ3 - No Record Provided | STOP Marker on DVLA Driver Record - Manual Submission Required

¥
3
[
!)
¥

“DQ2 - No Record Found at DVLA - Notice E;lrr.'(r_Nu!'nb._er Changed B _
DG - No Record Found at DVLA Incorect Drver Number Stated on Signed Driver Mandate

Category Restrictions Wamings

Immediate Actions

The following two pages identify the most important area of the entire site —
‘Immediate Action’s Page and should receive priority attention

The ‘Immediate Actions’ page holds 4 sections, all of which could possibly
contain an important record notice

Clients should read each of the labels that describe in brief what has been
reported for each of the driver records. Click through the record labels to
expose the record information regarding driver results

Full training and support on dealing with records on this page is included as
part of client training.

High Critical events such as ‘Disqualified/Revoked/Expired
Entitlements/Expired Vocational Medicals will be notified by email direct to
the System Administrators and Users for these ‘Immediate Actions’.

It is vital to inform LICENCECHECK Customer Support if any System
Administrator or User contact information changes.
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® Immediate Actions Cont’d LICENCECHECK

MepicaLs NOTFICATIONS “
x -
Vocational Licence Holders 'D & DE - Over Due Bipired 4
DANIEL BADCUFFE Company Manchester Distrubtion 2501/2013 B
CATHERINE SENCNG Company Manchester Distrubtion 25012013 "]
BRANDON 153 Company Manchester Dstrutition 501/2013 4
INDIANA JONES Company Manchester Digtrublien 25012013 [ -3
PALL DANELS Company Warrington Logistici & Warehouse 25012013 G
BUzz YeaR Company Manchester Distrubtion 2501203 B
NATALIE JANES Company Warringten Logistics & Warehause 35012013 i
KEMTH LEMON Company Warrington Logistics & Warehause 25012013 B
KETH WINTER Company Manchester Distrubtion 25012013 B
PALL poNalD Company Warrington Laogistics & Warehause 250172013 B
|ManDATES MismATCHES, EXPIRATIONS AND ERRORS x
e WGRuel Ridesiad For B For Diher Rasean k
s DADO0OL-17-A JENNIFER ANNGTON Company L Mandate Released to Client [igf
s DADOOGL-33-4 THDIANA HONES Company Manadate Released to Cient g
rd DABI0OL50-4 PALL DONMD Company Warrington Logistics & Warehouse Mandate Released to Client g
-]
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Risk Register

The report section includes an array of default reports. The one shown here is
the ‘High Risk’ report. This clearly highlights all licences over a ‘points value’
(set in client settings) and also includes licence records that have High Risk
endorsements such as DR - (drink driving offences)

The Alert flag indicates a ‘High Risk’ licence

This ‘Risk Register’ contains 3 main risks, ‘High’, ‘Medium’ and ‘Low’

These levels are determined by the settings within the ‘System Administrator’
account and are determined with adjustable controls according to client
requirements

Further reports are available which also contain extended reports with
additional navigation (not shown) such as LGV, PCV, Licence & Endorsements,
Licences & Categories etc...

Reports are downloadable direct from your account using Excel and CSV
formats
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@ Client System User Account (SU) - System Credits Bank

Home Drivers Mandates [ Immediate Astions Reports My Credits [_-/] Support About
([AB001 | | Test Account | | ikhardtashe || Loa Out
MY CREDITS
Select compary Fest Account = Credit Usage
= ' > A credit usage charge will apply to all submissions made to the DVLA. Each
5[9] 18 Chester |4 Crecits) search will be charged in accordance with credit usage matrix as stated below,
[¥] % soles (4 Credis) thus reducing the end user client account by the number of credits for each
# ¥ W Liverpool (0 Credits) status event
[ % Local Run Only (7 Credits) M @) (3) (4) (5) e
3 [#] 8 Manchester [0 Credits) Initial | Resubmission | Subsequent | DQ3 Data | Verbal / Urgent
%) % Distrublion (0 Credis) L Search for DQ1 / Recheck of | Submission Request
] 1 DQ2 a previous Entry System
i skt o iyl Search Submission
7 ¥ @ Runcom [0 Credits) must also be
7| % Tronsport [0 Credits) made
4 [# 1@ seuthompton [0 Credits) ﬁredrls 1 1 1 1 1
95 o ion (0 sage
4 ¥ @ werington (15 Credits) There is no credit charge for the editing of driver mandates (excluding Driver

4| % Logisfics & Waorshouse (0 Cradits) = Number Changes)

Copyrght® 2011 Licencs Chech Ltd AL Rigrts Fasarved b

System Credits

* In order to operate your account the company is required to purchase system
‘Credits’. 1 x Credit equals a single submission to the DVLA. Non UK licence
types are managed by LICENCECHECK manually and will require a different
process to obtain validation and additional credits.

* Please contact your account manager regarding Northern Ireland & Foreign
licence holder checks

e Cost centre management is provided to some entities who wish to control
their cost and spend by allocating system credits to locations and
departments where required.

e Each cost centre should be allocated a finite number of system credits, these
are allocated by your ‘System Administrator’ from a master pool credit
account as shown above.

* Please see the above credit usage table to demonstrate how credits are spent
using the DLVS system.
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Home Drivers Mandates Driver Licences Immediate Actions My Credits Support E About

support [ pAC0OO1 | | Test Account mm|'l.,mm|

SUPPORT

Customer Support: 0845 190 1710

Email Mandates: signeddrvermandotesBicencecheck oo uk

Fax: 0845 226 9687

Support Contact: g

Return Mandate Options: LICEMCE CHECK LTD

The Renewal Trust Centre
3 Hawksworth Street
Nottingham
NG3 2EG

Advisory Notice: Please keep a paper copy of each driver mandate including each version [A = Original, then B, C, etc)
submitted to UCENCECHECK. The paper copy mandates are best filed in "MANDATE NUMBER ORDER'.
Theses file copies must be kept in a secure place away from others that do not have permission to view or
access the personal and private details of these driver records.
All data input and data recieved from the DVLA relating to this service is provided under the strict regulations
of the Data Protection Act prevailing at the time of access. The company, group of companies, system
administrator and all users who are provided access to this website content do so under the strict
regulations of the Data Protection Act prevalling at the time of access.

Customer Support

e Customer Support is the contact centre that will assist users in understanding
the function and operational request of the site and deliver your system
training

* Please use the contact and email details provided once your account is setup
and running to your satisfaction to get in touch at any time

* Your company will be allocated a Customer Support representative who will
deal with your on-going support issues in addition to your Account Manager.

* This page details is the contact information for Customer Support, who will
deliver system training and take calls for questions of any kind regarding our
service



