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1. Background

1.1. About this document

This document refers to the operation of the Driver Vehicle Dashboard (DVD). This is a purpose built
online portal to make it easier, more efficient and economical for all Authorised Service Providers
(ASPs) to manage their accounts and assist them with meeting their safety management obligations.
The DVD is accessed through the Point to Point Transport Commissioner’s (the Commissioner) website,
https://www.pointtopoint.nsw.gov.au. It allows service providers to apply to become authorised, manage
accounts, and monitor the eligibility of current drivers and vehicles in their fleets.

1.2. Key definitions

All terminology in this manual has the generally accepted or dictionary definition with the exception of
the following terms which have a specifically defined meaning:

* ASP - Authorised Service Provider.

* DVD - Driver Vehicle Dashboard.

* The Act — Point to Point Transport (Taxi and Hire Vehicles) Act 2016.

* The Regulation — Point to Point Transport (Taxis and Hire Vehicles) Requlation 2017.

1.3. The NSW Point to Point Transport Commissioner

From 1 November 2017 the Point to Point Transport Commissioner (the Commissioner) is responsible
for regulating point to point transport service providers, like taxis and hire vehicles.

The Commissioner is tasked with ensuring point to point transport service providers comply with the
strict safety standards set for the industry by the NSW Government, and has the power to impose
significant penalties for companies who are putting the safety of customers at risk.

The Commissioner’s functions and powers come from the Act and the Regulation. These functions
include:

+ administering the authorisation and taxi licensing schemes established by the Act

* managing the enforcement of the Act and the Reqgulation

+ recommending safety and other standards for taxi services or booking services

* assisting in the determination of liability for, and the enforcement of payment of, the passenger
service levy

» advising the Minister on matters relating to taxi services and booking services, and

* any other function conferred on the Commissioner under the Act.

1.4. What is the DVD?

The DVD is a useful tool that can assist with an ASP’s safety management responsibilities. ASPs can
run near real-time checks on drivers and vehicles, with outcomes of those checks displayed in a traffic
light format, with the exception of the safety check field which displays the date of the last vehicle
safety inspection. You can run checks on drivers and vehicles as often as you like. The DVD only
contains information relating to matters which have occurred in NSW.
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The DVD can only be used to check vehicles which are registered in New South Wales (NSW), and
drivers with a NSW driver licence who have a Passenger Transport (PT) code.

For drivers, the DVD can be used to check driver licence eligibility, tenure in NSW, serous driving
offences, medical fitness, previous driver authority cancellation or refusal, serious P2P Regulation
safety offences, and disqualifying criminal offences. For vehicles, ASPs can check whether a vehicle
is registered, the date of the last vehicle safety check and in addition, taxi service providers can check
whether a taxi number plate is associated with a valid taxi licence authorisation.

ASPs must comply with strict terms and conditions when using the DVD, and must obtain a person’s
consent before uploading their details into the DVD and performing a check.

Under certain conditions an ASP may nominate an Agent to access the DVD to carry out those
functions. An Agent who accesses the DVD, does so on behalf of the ASP that nominated them,
and references to an ASP within the terms and conditions of use of the DVD applies to both the
ASP and the nominated Agent, unless specified otherwise.

Under sub-clause 95(2) of the Regulation, an ASP must ensure personal information is kept,
accessed and disclosed in accordance with the terms and conditions of use of the DVD. The
maximum penalty for breach of this clause is 20 penalty units.

1.5. DVD Disclaimer

By accessing the DVD you are deemed to have read and agree to be bound by the DVD terms and
conditions.

If you disagree with any part of the terms and conditions you may not access the service.

You must agree and comply with the DVD terms and conditions every time you access the DVD. To
read the DVD terms and conditions visit our website at: https://www.pointtopoint.nsw.gov.au/terms-
and-conditions

1.6. Conventions Used
In this manual the following conventions are used:

DA red box is used to highlight areas in the DVD or Industry Portal which need to be clicked
on. These include links, buttons, and icons. Commonly used icons:

2 Upload
3 Export
& Edit

Q Search

1.7. Further information

For more information on the DVD please visit http://www.pointtopoint.nsw.gov.au.

For support on the DVD please contact the Point to Point Transport Industry Contact Centre on 131
727.
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View a copy of the Point to Point Transport (Taxis and Hire Vehicles) Regulation 2017 which supports
the new safety framework under the Point to Point Transport (Taxi and Hire Vehicles) Act
2016.

2. About the Driver Vehicle Dashboard

2.1. Register for the Driver Vehicle Dashboard

Only ASPs who have read and agree to abide by the terms and conditions are eligible to use the DVD.
You can apply to be an ASP via the Industry Portal on our website
http://www.pointtopoint.nsw.gov.au. Once authorised, an email notification including a link will be sent
to allow you to set a password and login for the first time.

This notification will include a link to the portal which includes access to the DVD.

2.2. Accessing the Driver Vehicle Dashboard

ASPs can only access the DVD in accordance with the DVD terms and conditions, and must agree to
be bound by the Act and the Regulation during the registration process for the DVD.

2.3. Permissions to use the Driver Vehicle Dashboard

2.3.1 Primary Login

Each ASP user will receive via email a unique link to access the DVD. This link cannot be shared as it
is linked to personal details of the original recipient. Upon following the link the DVD will prompt the
ASP user to set their initial password.

2.3.2 Additional Access Requests

Additional requests for access can be made, however the additional users must provide sufficient
identification (100 points) and written permission from the primary ASP user. Access to the DVD is
limited to a total of 5 users per ASP.

The ASP must clarify whether the additional person requires full or partial access. If a partial access is
required, the part of the portal to which access is required needs to be specified as part of the access
application (e.g. DVD, Levy, etc.).

2.3.3 DVD Agent Access

An ASP may nominate an Agent to access the DVD on their behalf through the Industry Portal. A
nominated Agent must register a primary contact, and corporate Agents may register an additional
contact, by providing sufficient identification for each user. Once the Agent is approved, an ASP may
nominate that Agent to conduct checks in the DVD on their behalf.

Agents acting for multiple ASP’s are required to register an agency agreement for each ASP for whom
they act as Agent, and are not permitted to share information on drivers between those ASPs.

2.4. Driver Vehicle Dashboard Restrictions

The DVD functions can only be used if the driver has given consent to the ASP to enter their details
into the DVD. The ASP is required to obtain consent annually. To comply with the DVD terms and
conditions, it is the responsibility of the ASP to maintain hard copies or electronic versions of driver
consent forms for a period of SIX years for current drivers. If the application is mcomplete and the
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The DVD only checks NSW Driver Licence holders; if an ASP has drivers with interstate driver
licences they will have to arrange to perform other safety and compliance checks at their own
discretion and cost.

2.5.  Privacy and the Driver Vehicle Dashboard

In order to protect the privacy of point to point transport drivers, the search result in the DVD will
display a driver's last name and date of birth, but only the last two characters of their driver's licence
number on the screen, the other characters will be masked with Xs.

:‘7""1 DRIVER DASHBOARD
= Drivers #Drivers: 2

NSW Licence: @ O 0?2 ®@o ®o
NSW Licence Tenure: @ O [ W @ o ®o
Serious Driving Offences: @ O [ W ®@o @o
P2P: @O [ Wi
Criminal Charges: @ O [ W ®o ®o
Search Driver Licence, Last Name Q
All Red White Groef + Add » Run @ Delete L. Upload Drivers
L. Delete Drivers & Export Results
m AT o s NSW e e p2P CRIMINAL  PT CODE LAST
NAME 1 LICENCE LICENCE TENURE OFFENCES ELIGIBILITY CHARGE APPLIED CHECKED
g
MILLS XxXxxAM  16/05/1955 o (] [ ® O 31/10/2017  28/04/2020 &'
WITHERS xxxxAl  20/08/1960 o [ ] (] [ ) ® 06/07/2018  21/04/2020 &°

NOTE: Files exported from the DVD will contain full driver's licence details.
2.6. Supported Browsers and Devices

2.6.1. Internet Browsers
It is strongly recommended that you use the latest version of these browsers:

* Google Chrome (Recommended)
* Microsoft Edge

* Mozilla Firefox

» Safari

Note: The DVD may not work on older versions of web browsers.
2.6.2. Mobile Device Support
It is recommended that the following devices are used to access the industry portal:

* Laptops
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* Netbooks

+ Tablet PCs

» iPad (iPad mini is not recommended)
For more information about recommended browsers and how to allow pop-ups go to the
Commission’s website.

3. Access the Driver Vehicle Dashboard

3.1.First time access

You will receive an email with your initial link to access the Industry Portal.

Dear User,

Welcome to the Point to Point Transport Commissioner’s industry portal, accessed through https://p2puat-point-
to-

oint.cs57.force.comy/industrvportal/login?c=o0jB8dudR. GTRZiBFUmnxONm TbeqcOMIKONyWIFAMH
nYAO bWAYIGuo_weqVBqYe638XT9CCOS6kGqH1aljKHKF TY0oow. letzkliaf T WMelATnSkvnvxXoJl.H
1QbzrBFUHV_xtNFhaSISkKI7mDSOhe DnHIGAX 1xQdUEknFiIICYqokslzATk4 X YAKOIANAsnwkH

Your login username is: exampleuser@example.com

Please ensure you keep these details secure and not to share them with others unless expressly permittedto do
s0.

The portal is your online platform for managing your authorisation. You will be able to undertake all necessary
functions through the portal, including making payments, updating your details and submitting applications. The
portal also contains various knowledge articles to assist you in the preparation of applications and in
understanding the terminology referenced in these applications.

The portal will also allow you to access the Driver Vehicle Dashboard, which provides up-to-date information
on driver eligibility and vehicle registration status. You are encouraged to check it regularly as part of

discharging your safety duties.

Should you experience any difficulties accessing the portal or any of its features, please call 131 727 for
assistance.

Point to Point Transport Commissioner|

Click on this link to access the Industry Portal.
You will be then be prompted to set your new password.
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Enter a new password for userdemo594@gmail.com.
Your password must have at least:

@ 8characters
@ 1letter
@ 1number

* New Password

* Confirm New Password

Password was last changed on 11/10/2017 11:22 AM.

Confirm your password. It must match your new password exactly.

‘ Point to Point
NSW [Tansport Commissoner

Entera new p d for

Your password must have at least:

@ 8characters
@ 1lletter
@ 1number

* New Password

Change Password

Password was last changed on 11/10/2017 11:22 AM.

Click on Change Password to finish.

May 2020
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Change Your Password

Enter a new password for userdemo594@gmail.com.

Your password must have at least:

@ 8 characters

Q@ 1letter

@ 1number

* New Password

Change Password

Password was last changed on 11/10/2017 11:22 AM.

3.2.Log in to Industry Portal
NOTE: Only authorised users are permitted to use the DVD.

Log in to Industry Portal via http://www.pointtopoint.nsw.gov.au.

S | o fome

Working together to achieve
safer point to point transport

in NSW

Wsich vdeo

How can we help you today?

I'm a booking service provider » o |
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Click on the Industry Portal link, just above the magnifying glass, you will now see the Welcome to the

Industry Portal page.

& Point to Point

NSW

Welcome to the Industry Portal

The Industry Portal assists Service Providers and Taxi Licensees to manage

their safety obligations under the new regulatory framework.

If you hold an Authorisation and/or Taxi licence, you can login through either the Authorised Service Provider or Taxi

Licence gateways below,

1. Register (New applications only)

If you already have a login to the porta
you dont need to Register

» To become an authorised Booking

2. Authorised Service Provider Gateway

Authorised Sorvice Providers can

our authornis
iLs, account delails and access
the Driver Vehicie Dashboard here

To act on behall of an Authorised

3. Taxi Uicence Gateway

Taxi Licensoes and Agents Can manage

thewr Laxi hcences, tax

and opply for
AcCCoss

Login butlton bedow.

To act on behall of someone in relation

10 & lax licence transfer, you need (o

Click the Login button within the “2. Authorised Service Provider Gateway” tile.

May 2020
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You will be prompted to enter your login details.

Enter your Username.

Enter your Password.

Click the Terms and Conditions link and read, as the terms and conditions may change from time to
time.

[ | lagree to thl Terms and Conditions I

If you agree, select the “I agree to the Terms and Conditions” check box.

I agree to the Terms and Conditions

NOTE: You will need to tick the checkbox every time you log in. Click

Log in.

[v] 1 agree to the Terms and Conditions

3.3.Industry Portal home page
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Once you have logged in you will see the Industry Portal home page.

The DVD will allow you to manage drivers and vehicles. This is a safety management tool which will
allow you to run checks on drivers and vehicles as often as you like, to assist you with meeting safety
and compliance standards in accordance with the Act and the Regulation.

3.3.1 Access the Driver Vehicle Dashboard
Click the Dashboard button.

Manage Account

Apply for authorisation as a service
provider, manage your contacts and
authorisations, and payments.

Manage Account @

Driver Vehicle Dashboard

Authorised service providers can
manage their drivers and vehicles, and
run reports on driver and vehicle
eligibility which helps with their safety
obligations.

Dashboard @

The Driver Dashboard will be displayed.

DRIVER DASHBOARD

Passenger Services Levy

Authorised service providers are
required to pay the passenger service
levy. Providers must complete a
monthly return and ensure sufficient
funds are in their nominated account.

Manage Levy @

Drivers #Drivers: 2

NSW Licence: @ O [ W @ o @®o

NSW Licence Tenure: @ O [ W ®o oo

Serious Driving Offences: @ O [ W ®o ®o

P2P: @O [ W
Criminal Charges: @ O [ W ®o oo
Search Driver Licence, Last Name Q

All Red White Gréen + Add » Run M Delete . Upload Drivers
L. Delete Drivers & Export Results

NSW NSW SERIOUS
DRIVER NSW P2pP

LICENCE  DRIVING
LICENCE TENURE  OFFENCES: -0 oL

16/05/1955 © o @] ® O
20/08/1960 @) () o o o

CRIMINAL
CHARGE

PT CODE
APPLIED

LAST
CHECKED

LICENCE

MILLS XXXXAM 31/10/2017 28/04/2020 f

WITHERS  xxxxAl 06/07/2018  21/04/2020 f
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NOTE: The first time you log in there will be no driver information displayed.

3.4.Forgot your password?

If you forget your password, click the “Forgot your password?” link at log in page on Industry Portal
via http://www.pointtopoint.nsw.gov.au.

| agree to the Terms and Conditions

| Forgot your password? |

You will need to enter your Username and click on Submit.

Forgot your Password?

Retrieve your password here

Please enter your username below. You will receive a
link to reset your password.

I Username* I

Cancel

Point to Point Transport Commissioner > Transport for NSW > Roads and Maritime Services >
Privacy > Contact Us >

You will be sent a link to your registered email address.
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Now, check your email

Chock the ema account associated with your user
Name fOr INStAUCLons on resetting your password
Remember to look m i foldis, wh
sutomated mostages somotimes fiter If you still cant
log in, contact 151727,

Roads and Maritime

Go to your email and click on the link you have received.

27 October 2017
Dear Userdemo594,
Password Reset

Your password has been reset for the Point to Point Transport Commission’s
Industry Portal. Select the link below to change your password.

https://p2puat-point-to-point.cs57.force.com/industryportal/secur/forgotpassword.jsp?
r=CAAAAVIINWHQMEBWMGswWMDAWMDAOQzk2AAAAOVITccckiDphhMvHjicF-
L86_sLYZG2D9aKSiAyhA-zNiRauEa9gVIO-
JDbEN2PrA8896c59KsrgLHclw7HzCdXpUs25xky16qPgTQIDUYxkhCCOKkLmmMtU7Ma-
J2nsw%3D%3D&display=page&fpot=89941dc9-5342-4b1e-b4{7-64a63524960a4f950fch-
376d-4c7a-Obae-963bc1474ff1

Should you experience any difficulties accessing the portal or any of its features, please
call 131 727 for assistance.

gmw Point to Point

| Transport Commissioner

§

You will receive your own unique link, do not copy the above. Click on the link you receive and you will
be then be prompted to set your new password.
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Enter a new password for

GRS 0. password must

have at least:

() 8characters
() 1letter
() 1number

* New Password

* Confirm New Password

Password was last changed on 9/10/2017 10:27 AM.
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Confirm your password; it must match your new password exactly. Click on Change Password to
finish.

ﬁ% Point to Point

sooman | Trarsport Commissioner

Change Your Password

Enter a new password for userdemo594@gmail.com

Your password must have at least:

@ 8characters

@ 1lletter

@ 1number
* New Password

Password was last changed on 11/10/2017 11:22 AM

3.5.Change your password

In order to change your password, you will need to use the “Forgot your password” steps in section
3.4. You are required to change your password annually.

3.6.Invalid login attempts

After 3 invalid attempts to login access will be blocked for 15 minutes.

If there are any difficulties with your access, contact the Point to Point Transport Industry Contact
Centre on 131 727.

3.7.Logout

In order to log out of the DVD, select logout by using the dropdown near your name.
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"C
Ak
Jew | Point to Point
Home Account DVD Levwy H
QLSWW Transport Commissioner elp Industry User
All Drivers
DRIVER DASHBOARD
Drivers #Drivers: 2
All Vehicles NSW Licence: @O ®:2 @o oo
NSW Licence Tenure: @ O ®:2 ®@o o
DVD Logs Serious Driving oflcncgs ®° ® z ®o o
P2p: @o [
Criminal Charges: @ O 9> ®@o ®o
Help
Search Driver Licence, Last Name Q
Al Red White Green + Add » Run @ Delete & Upload Drivers
&, Delete Drivers & Export Results
m LSt A St NSW ficones oM p2p CRIMINAL PT CODE  LAST
NAME 1 LICENCE LICENCE TENURE OFFENCES ELIGIBILITY CHARGE APPLIED CHECKED
MILLS xxxxAM  16/05/1955 [ ] [ ] [ ] @ @ 31/10/2017  28/04/2020 &
WITHERS  xxxxAl  20/08/1960 [ ] [ ] [ ] ® ® 06/07/2018  21/04/2020 &

4. Add a Driver

The DVD check functions can only be used if the vehicle driver has given consent to the ASP. The
ASP is required to obtain consent annually.

NOTE: To comply with the State Records Act 1998, it is the responsibility of the ASP to maintain hard
copies, or electronic versions, of driver consent forms for a period of six years for current and past
drivers. If the application is incomplete and the applicant does not proceed with the ASP, consent
forms must be destroyed after six months.

To add a driver you must have the following driver details (exact spelling as shown on their NSW
Driver Licence):

* Last name
*«  NSW Driver Licence Number

+ Date of Birth.
NOTE: Driver checks can only be conducted on NSW Driver Licence holders.

4.1.Log in to Industry Portal

See section 3.2.
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4.2 Add adriver

Click on “All Drivers”.

All Drivers

All Vehicles

DVD Logs

Help

All Red White Green + Add » Run @ Delete & Upload Drivers
& Delete Drivers & Export Results
P N R boB NSW e e SeRious P2p CRIMINAL PT CODE ey
NAME T ol e LICENCE o e OFFENces FELIGIBILITY  CHARGE  APPLIED  CHECKED
MILLS xxxxAM  16/05/1955 ® [ ] [ ] [ ] [ ] 31/10/2017  28/04/2020 &

NOTE: The first time you log in there will be no driver information displayed. Click
Add, the Add Driver window is displayed.

Add Driver

NSW Driver Licence *

Last Name *

Date of Birth *

@t

Cancel Save

Type in the NSW Driver Licence Number:

NSW Driver Licence *

For example, 31648T.

Type in the driver’s last name (exactly as spelled on their NSW Driver Licence).
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Last Name *

For example, Withers.

Type in the driver’s Date of Birth. The date of birth must be entered as dd/mm/yyyy.

Date of Birth *

(1]

For example, 20/02/1960.
Click Save

Cancel Save

The driver has been added to the home page of your Driver Dashboard.

Al Red White Green + Add > Run @ Delete . Upload Drivers

& Delete Drivers & Export Results
m LSt N ER boB NSW e penous p2p CRIMINAL PT CODE  LAST
NAME 1 LICENCE LICENCE TENURE OFFENCES ELIGIBILITY CHARGE APPLIED CHECKED
MILLS xxxxAM  16/05/1955 [ ] ® ® [ ] @ 31/10/2017  28/04/2020 &
WITHERS xxxxAl  20/08/1960 ® ® ® [ ] @ 06/07/2018  21/04/2020 &

NOTE: No results will appear until you have selected a particular driver or drivers to run a query
against. Further instructions can be found later in this manual in section 9. Run a Driver Report.

5. Add Multiple Drivers

This functionality allows you to add multiple drivers at one time to query their licence eligibility.

The Commission is not responsible for the accuracy of the drivers’ details. The DVD assumes the
uploaded file contains the ASP’s current list of drivers, as compiled by the ASP.

For audit purposes, the details you upload needs to match with the details recorded in the driver
consent form which you are required to maintain for six years.
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NOTE: Driver checks can only be conducted on NSW Driver Licence holders. You are required to
conduct your own checks on interstate or territory drivers in order to comply with the Act and the

Regulation.

NOTE: Separate queries on Class R driver licences (motorcycles) is not available. You will be required
to conduct your own checks on riders in order to comply with the Act and the Regulation.

5.1.Log in to Industry Portal
See section 3.2.
5.2.Adding multiple drivers

To complete the following steps, you must have the below driver details:

 NSW Driver Licence Number
* Driver's Last Name
* Driver’s Date of Birth

Click on “All Drivers”.

All Drivers

All Vehicles

Click on “Upload Drivers”.

)} DRIVER DASHBOARD
Drivers #Drivers: 2

NSW Licence: @ O 0> ®o ®o
NSW Licence Tenure: @ O [ ®o ®o
Serious Driving Offences: @ O [ W ®o oo
P2P: @O [ W
Criminal Charges: @ O [ W @ o ®o
Search Driver Licence, Last Name Q
All Red White Greeh + Add » Run @ Delete X, Upload Drivers
L. Delete Drivers & Export Results
. LAST gz\IQI/ER DOB NSW ngjé:‘INCE le;:QT\I/cI)’\LlJé P2P CRIMINAL PT CODE LAST
NAME 1 LICENCE LICENCE TENURE OFFENCES ELIGIBILITY CHARGE APPLIED CHECKED
g
MILLS XXxxAM  16/05/1955 o @ @] ) O 31/10/2017  28/04/2020 4
WITHERS xxxxAl  20/08/1960 o o ® [ ) o 06/07/2018  21/04/2020 &

NOTE: The first time a new ASP logs into the DVD there will be no driver information displayed.
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Click on Bulk driver template.

Upload Drivers

No file selected.

Bulk driver template

Upload Drivers

Cancel

Your browser will automatically download the Bulk driver template in a CSV format.

NOTE: CSV stands for “Comma Separated Values” and a file with .csv extension allows you to save
data in a table structured format. A CSV file can typically be edited in common spreadsheet software,
such as MS Excel, or simple text editors. To reduce the risk of viruses the DVD will not accept other
file formats. If you try to upload any other file formats you will receive the below error message.

© Error! X
Invalid file selected. Please check the file format.

5.2.1 Create an upload file

Open the Bulk driver template on your computer using the default software application. The file should

look like the below:

B

A

|

i1 LAST NAME DATE OF BIRTH
)| 2

il 3

C
DRIVERS LICENCE

If not, contact the Point to Point Transport Industry Contact Centre on 131 727.
NOTE: Enter the date of birth in the format dd/mm/yyyy.

Add as many drivers as you need to. Please ensure you enter each driver’s information in separate
rows and exactly as displayed on their driver licence. Once finished save the file, for example, using

MS Excel:
Click File.
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Click Save As.

Choose a location on your computer to save the file.

€ Open X

« v 4 ‘ > ThisPC » Downloads v D Search Downloads yel

Give the file a title that is easy to identify.

File name: Drivers_logs_on_22-8-2017@11-3-5 |
Save as type: | CSV (Comma delimited) v

Select CSV from the “Save as type” drop down list.

File name: | Drivers_logs_on_22-8-2017@11-3-5 v |

Save as type: | CSV (Comma delimited) v I

Click Save.

A Hide Folders Teols v Cancel ’

5.2.2 Upload the drivers
In the DVD, click Upload Drivers.

£ Upload Drivers & Export Results
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An Upload Drivers window is displayed.

Upload Drivers Help

Choose file | No file chosen Upload Drivers

Cancel

Click Choose file.

Choose file [No file chosen

The Open file window is displayed.

Navigate to the directory with the upload file and click to select the file.

@ Open X
<« v 4 ‘ > ThisPC » Downloads v O Search Downloads P
Organize v New folder E~ m @
|Z Documents A
& Pi 1
& Pictures A |
I This PC E E > -
[ Desktop 3 4
[ Documents Hold Drivers_logs_on_2 Vehicles-logs-on-
2-8-2017@11-3-5 22-8-2017@11-40
J Downloads -48
Click Open.
File name: | Drivers_logs_on_22-8-2017@11-3-5 vl Microsoft Excel Comma Separa v

Ca"ce]

Click Upload Drivers.

Upload Drivers Help

| Chogsefne\ Drivers_logs_on_...-2017@11-3-5.csv

Cancel

If there have been no issues with the file you will see a success message on the screen similar to the
below.

° Success!

4 Drivers added successfully!
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6. The Traffic Light System

6.1.Information for Taxi and Hire Vehicle Service Providers and Drivers

The Regulation requires that vehicles used to provide a passenger service, and the people
driving those vehicles, meet certain safety standards.

Authorised service providers are responsible for ensuring, so far as is reasonably practicable,
that their drivers and vehicles meet safety standards as outlined in the Reqgulation. The
Commissioner provides the DVD to help authorised service providers meet these obligations.

The DVD uses traffic light indicators and date display columns to support service providers on-board
drivers and run ongoing driver eligibility checks. Service providers are reminded that the DVD only
provides results for NSW driver licences and point to point transport safety offences, Serious Driving

Offences and Criminal Charges committed in NSW. Service providers should do their own checks

outside of NSW.

6.2. Traffic Light Indicators

There are seven categories of traffic light checks on the DVD. These are:
. NSW Licence Check

. NSW Licence Tenure Check

. Point to Point Eligibility Check

. Serious Driving Offences Check

. Criminal Charge Check

. Vehicle Registration Check

~N O o~ W N P

. Taxi Licence Status Check.

The DVD provides a traffic light indicator (green, white or red) to show the outcome of the
check. It does not provide details of an offence or a reason for ineligibility.

A GREEN traffic light indicates that no ineligibility has been identified in running the check
against Transport for NSW (TfNSW), the Point to Point Transport Commissioner’s databases, or
NSW Police Force charge records.

A WHITE traffic light indicates that the uploaded details do not match those held or the person
does not have a PT code on their driver licence.

A RED traffic light indicates that there may be an issue with the vehicle or driver and that further
investigation is required to determine whether safety standards are met. Authorised service
providers should take immediate action when they see a red traffic light. This may include
asking a driver for information or evidence about their driving record, driver licence status, or
criminal charge history to help the service provider determine whether they should permit the
person to drive for them.
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6.3. Date Display Columns

There are four date display columns in the DVD:

1. PT Code Applied

2. Last Checked
3. Vehicle Safety Check

4. Checked Dated

The functions and outcomes of traffic light indicators and date display columns are explained
throughout this User Guide.

6.4.NSW Licence Check

The NSW licence check shows whether a driver has a current unrestricted NSW driver
licence and meets the medical standards to be a commercial vehicle driver. A driver who
meets the medical standards is issued a driver licence with a PT code. The date a PT code
is added to a NSW driver licence appears under the heading “PT Code Applied”.

The indicators for this check have the following meaning:

May 2020

Page | 27



Wik
NSW

GOVERNMENT

Point to Point

Driver Vehicle Dashboard User Guide

Transport Commissioner

The driver:

« currently holds an unrestricted
NSW driver licence, and

* meets the medical standards and
has been issued with a PT code
on their NSW driver licence.

* The details of the driver entered
into the DVD do not match
the records held (e.g. misspelt
name or driver has changed
their name), or

* The driver does not have a PT
code on their NSW driver
licence, or

* The driver does not hold a NSW
driver licence (may hold an
interstate driver licence), or

» The driver has an outstanding
administrative matter to be
resolved and may need to visit a
Service NSW Centre.

Green

White

Note: the DVD can only check information about people who hold a NSW driver licence.

The driver:
* may not hold a current
unrestricted NSW driver licence.

Once new drivers have been added, you should review their driver licence eligibility.

Select the drivers whose eligibility you want to check, by clicking the box to the left of their name.

All Drivers

DRIVER DASHBOARD

Drivers #Drivers: 2
All Vehicles NSW Licence: @ O [ ®o o
NSW Licence Tenure: @ O [ ¥ ®o 0o
Serious Driving Offences: (o] 2 o (0]
DVD Logs = - @ 4 ® ©
P2P: @O [ W]
Criminal Charges: @ O o> ®o oo
Help
Search Driver Licence, Last Name Q
e—
All Red White Croa + Add » Run @ Delete L. Upload Drivers
| ]
X Delete Drivers & Export Results
gg}’:’/ER NSW Ll(rz,lgl\\?lCE E)I;IIQ\I/CI),:JGS P2P CRIMINAL PT CODE LAST
LICENCE LICENCE TENURE OFFENCES ELIGIBILITY CHARGE APPLIED CHECKED
MILLS XxxXAM  16/05/1955 [ ] () @ O [ ] 31/10/2017  28/04/2020 4
WITHERS  xxxxAl ~ 20/08/1960 [ ) [ ] [ ] (] (] 06/07/2018  21/04/2020 &
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Click the Run button on the toolbar. You will be asked to confirm your query.

Confirmation

You are about to run 20 driver(s).
By selecting the Confirm button, you agree to the Driver Vehicle Dashboard Terms and Condi-
tion of use.
Select Confirm to agree and continue.

Cancel Confirm
The query log page will display.
All Drivers @ DRIVERS / VEHICLES LOGS
“ Query Logs
All Vehicles
= CREATED DATE TYPE REQUESTED BY STATUS EXPORT
DVD Logs
Help 0
05/10/2017 4:57:38 PM Drivers ASP INDIVIDUAL <
Total: 20
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When the Status circle is completely green the check is complete and you can review your results by
clicking on All Drivers.

All Drivers I : DRIVERS / VEHICLES LOGS

Query Logs
All Vehicles

CREATED DATE TYPE REQUESTED BY STATUS EXPORT
DVD Logs

Hel
05/10/2017 4:57:38 PM Drivers ASP INDIVIDUAL

Total: 20

Ie

Your results will be displayed as follows:

8

Drivers BLNIvery

Ox

i

M o

a

18]
-

NSW SERIOUS .
NSW UCENCE BRIVHIS PP CRIMINAL PT CODE LAST

LICENCE ELIGIBILITY CHARGE APPLIED CMHECKED®

TENJRE OFFENCES

T @ © @ ? @ '4

E s

ML cOAM 1 C ® i ’
...... , & pe

! xxs @ ’
o e 5 g 3 ® B ® /

Driver totals for each colour for Licence Eligibility will appear at the top of the Dashboard.

The DVD runs checks on the selected driver(s) only.
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6.5. NSW Licence Tenure Check

The NSW licence tenure check indicates whether a driver has held an unrestricted NSW driver
licence for a cumulative total of 12 months during the previous two years.

Note: From 12 October 2022, there is an 18 month conditional exemption to driver licence tenure
requirements and drivers must have held an unrestricted driver licence for at least 12 months

during the previous 4 years.

The driver has held an
unrestricted NSW driver licence
for 12 months in the past 2
years.

Note: If checking on or after 12
October 2022, the driver must
have held an unrestricted NSW
driver licence for 12 months in
the past 4 years.

* The details of the driver entered
into the DVD do not match
the records held (e.g. misspelt
name or driver has changed
their name), or

* The driver does not have a
‘Passenger Transport’ (PT) code
on their NSW driver licence, or

The driver may not have held
an unrestricted NSW driver
licence for 12 months in the
past 2 years.

Note: If checking on or after
12 October 2022, the driver
may not have held an
unrestricted NSW driver
licence for 12 months in the

past 4 years.

* The driver does not hold a NSW
driver licence (may hold an
interstate driver licence), or

* The driver has an outstanding
administrative matter to be
resolved and may need to visit a
Service NSW Centre.

Green

White

Note: the DVD can only check drivers who hold a NSW driver licence. However, a driver may still be eligible to drive a taxi or
hire vehicle (including rideshare) if they hold or have held an unrestricted Australian driver licence for 12 months of the
previous 2 years. Authorised service providers will need to use other methods for checking the eligibility of these drivers.

6.6.P2P Eligibility Check

This indicator helps authorised service providers to keep track of safety standards relating to specific

Point to Point Transport law eligibility and disqualifying offences. The Regulation prohibits a person
from driving a vehicle used to provide a passenger service if:

they held a driver authority under the Passenger Transport Act 1990 or Passenger Transport Act
2014 that was cancelled (other than for medical grounds), or

their most recent application for a driver authority (in the last ten years) under those Acts and that
application was refused on the grounds they were not considered to be of good repute and in all
other respects a fit and proper person, or

they have been found guilty of a disqualifying Point to Point Transport safety offence (more

information can be found on the ‘Disqualifying Offences for Drivers of Taxis or Hire Vehicles’ Fact
Sheet on the Commission’s website).
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Indicators for this check have the following meanings:

+ The driver has not had a driver
authority issued under the
Passenger Transport Act 1990 or
Passenger Transport Act 2014
cancelled or their most recent
application refused, or

+ No Disqualifying Point to Point
Transport Safety Offence charge
is recorded against the driver

Green Light

» Not applicable - this check will
not return a white light

+ The driver is recorded as having
a driver authority issued under
the Passenger Transport Act
1990 or Passenger Transport
Act 2014 cancelled or their most
recent application refused, or

* Records indicate the driver has
been charged with a Disqualifying
Point to Point Transport Safety
Offence

White Light

Red Light

Note: The DVD only checks a driver's NSW record. If a driver has been found guilty of an offence interstate which is equivalent to a NSW P2P
safety offence then they would not meet the safety standards. Authorised service providers will need to have alternative methods in place for

ongoing checks of drivers.

6.7.Serious Driving Offences Check

The Reqgulation prohibits a driver who has been found guilty of a serious driving offence from driving a
vehicle used to provide a passenger service. More information on disqualifying offences can be found
on the ‘Disqualifying Offences for Drivers of Taxis or Hire Vehicles’ fact sheet on the Commissioner’s

website.

The indicators for this check have the following meanings:

* No Disqualifying Serious
Driving Offence charge is
recorded against the driver in
NSW since 29 May 2018 or

* No Disqualifying Serious
Driving Offence charge is
recorded against the driver
since a PT code was added to
their licence, if added after 29
May 2018.

* The details of the driver entered
into the DVD do not match the
records, or

The driver does not have a
‘Passenger Transport’ (PT)code
on their NSW driver licence, or
The driver does not hold a NSW
driver licence (may hold an
interstate driver licence), or

The driver has an outstanding
administrative matter to be
resolved and may need to visit a
Service NSW Centre.

» Records indicate the driver has
been charged with a disqualifying
Serious Driving Offence in NSW.

White Light
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Note: The DVD will only provide indicators of disqualifying offences where the matters were heard in a NSW Court.

This means, a driver would not meet the safety standards if they have been found guilty of an equivalent disqualifying
offence in another state or territory: As a part of service providers on-boarding processes and ongoing safety checks,
additional checks, such as a National Police Check, should be used.

The Serious Driving Offences check was added to the DVD on 29 May 2018, results for this traffic light are current from the
29 May 2018 or the date in the PT Code Applied column, whichever is the most recent.

Service providers should regularly review drivers to check if they have been charged with a
disqualifying Serious Driving Offence since commencing with your business. Follow the instructions at
6.3 above and refer to the traffic light result in the Serious Driving Offences Column. Service providers
should make sure they understand the PT code applied date column in the DVD’s driver dashboard,
refer to 6.9 for further detail.

6.8.Criminal Charge Check

The Regulation prohibits a driver who has been found guilty of certain criminal offences from driving a
vehicle used to provide a passenger service. More information on disqualifying offences can be found
on the ‘Disqualifying Offences for Drivers of Taxis or Hire Vehicles’ fact sheet on the Commissioner’s
website. The indicators for this check have the following meanings:

* No disqualifying criminal offence - Records indicate the driver
charge is recorded against the * The details of the driver entered may have been charged with a
driver since 26 November 2018, or into the DVD do not match the disqualifying criminal offence in

records, or NSW.

* No disqualifying criminal offence * The driver does not have a
charge is recorded against the ‘Passenger Transport’ (PT) code
driver since a PT code was on their NSW driver licence, or
added to their licence, if added * The driver does not hold a NSW
after 26 November 2018. driver licence (may hold an

interstate driver licence), or

* The driver has an outstanding
administrative matter to be
resolved and may need to visit a
Service NSW Centre.

Green White Light

Note:

e The Criminal Charge check was added to the DVD on 26 November 2018, results for this traffic light are current
from the 26 November 2018 or the date in the PT Code Applied column, whichever is the most recent.
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e The DVD will only provide indicators of disqualifying criminal charge offences where the matters were heard in a
NSW Court. A driver would not meet the safety standards if they have been found guilty of an equivalent
disqualifying offence in another state or territory: a National Police Check will help check this.

e Once acharge is laid, the check will return a red traffic light indicator regardless of any Court outcome.

To run a Criminal Charge check on a driver in the DVD, follow the instructions at 6.3 above and refer
to the traffic light result in the ‘Criminal Charge’ column.

6.9.PT Code Applied

The PT Code Applied column shows the date the driver had the Passenger Transport Licence
Code (PT Code) last added to their NSW driver licence. This is the date from which the driver
records in NSW are valid in the DVD.

The following image shows the location of ‘PT Code Applied’ column in the DVD.

All Red White Green + Add P Run B Delete L. Upload Drivers
X Delete Drivers & Export Results
LAST gngR DOB NSW ngEsl:vCE ?)i’ﬂ/?’hjg P2p CRIMINAL PT CODE LAST
NAME 1 LICENCE LICENCE TENURE OFFENCES ELIGIBILITY CHARGE APPLIED CHECKED
RONALD xxxxxx22  11/02/1994 (@] @ ] @ ® 16/05/2019  11/05/2020 &*
SINGH xxxxxx86  07/04/1987 Q@ [2] @ (8] ® 31/10/2017  01/05/2020 &
ARTHUR Xxxxxx96  01/01/1970 @ Q) 07/05/2020 &
SMITH XXXXNX 07/09/1951 o (] @ . . 31/10/2017  07/05/2020 &‘

Why is this date important?

The DVD will only display a red traffic light in the criminal charge or serious driving offences
columns if the person was charged with a disqualifying offence or committed a serious driving
offence after the date the PT Code was applied to their NSW driver licence.

This means if the charges and/or offences were committed before the PT Code was added to
the driver’s licence it will not be shown in the DVD.

Service providers are reminded that the DVD only shows results for NSW driver licences and
offences and charges committed in NSW. The DVD should not be the only source of information
used to on-board drivers or manage existing drivers. The criminal histories of all new drivers
must be checked to ensure they do not have any disqualifying offences, prior to being on-
boarded. Service providers should also conduct ongoing driver checks to make sure drivers do
not incur disqualifying offences in any other state or territory of Australia, or in any other country.
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PT code applied date scenarios

The following are possible scenarios that you might see in the DVD
Scenario 1:

Sam’s PT code applied date is displaying 02/01/2019 in the DVD. Sam was charged by NSW
Police with a disqualifying offence on 30 November 2018.

As the charge happened before the PT code was applied a green light would be shown in the
DVD. In the service providers separate on-boarding background check it is identified that Sam
has a disqualifying offence and is not permitted to drive a taxi or hire vehicle.

Scenario 2:

Lucy’s PT code applied date is displaying 01/03/2019 in the DVD. Lucy was found guilty of a
disqualifying serious driving offence in a NSW Court on 2 February 2020. As the disqualifying
offence happened after the PT code was applied a red light would be displayed in the DVD.

Why are the dates 29 May 2018 and 26 November important?

Serious driving offences were added to the DVD on 29 May 2018, and criminal charges were added to
the DVD on 26 November 2018.

This means that serious driving offences are only displayed from 29 May 2018 or the date the PT
code was applied, whichever is the most recent. Similarly, for criminal charges offences are only
displayed from 26 November 2018 or the date the PT code was applied, whichever is the most recent.

Scenario 1:
Criminal charges were added to the DVD on 26 November 2018

Joseph’s PT code applied date is displaying 30/12/2017 in the DVD. Joseph was charged with a
disqualifying offence (criminal charge) by NSW Police on 4 January 2018.

While the PT code applied date was before the date of the charge, the DVD only started monitoring
criminal charges on 26 November 2018 so a green light would be displayed in the DVD. In the service
providers separate on-boarding background check it is identified that Joseph has a disqualifying
offence and is not permitted to drive a taxi or hire vehicle.

» Service providers are reminded that the DVD only provides results for serious driving
offences and criminal charges committed in NSW. Service providers should be
conducting their own ongoing checks to ensure drivers do not have any disqualifying
offences in other states or territory in Australia, or in any other country.
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6.10. Last Checked

The ‘Last Checked’ column provides the date the service provider last checked a driver’s record in the
DVD.

For example, if the service provider ran a check on all drivers on Friday, 1 May 2020, the last checked
date would show 01/05/2020 - this is shown in the image below.

All Red White Green + Add P Run B Delete L. Upload Drivers
X Delete Drivers & Export Results
Pl NSW Doy P p2p CRIMINAL  PT CODE LAST

ioERCE LICENCE  Touiiet  orFrences ELIGIBILITY  CHARGE APPLIED CHECKED
RONALD xxxxxx22  1/02/1994 &) @ @) ® ® 16/05/2019  11/05/2020 &
SINGH xxxxxx86  07/04/1987 ® [©] (8] [ ] 31/10/2017  01/05/2020 &*
ARTHUR  xxxxxx96 01/01/1970 ® ® ® @ ® 07/05/2020 &
SMITH xXxXNX 07/09/1951 [ ] [ ] [ ] © ® 31/10/2017  07/05/2020 &

6.11. Registration Check

The Regulation requires vehicles used to provide passenger services must meet the requirements for
registration under Australian law. The indicators for this check have the following meanings:

- Vehicle has current registration in = Check the type of vehicle - Vehicleis not currently registered
NSW M = Motorcycle in NSW
O = Other = The vehicle has more than 12
» Check the VIN and vehicle seats.

registration number have
been entered accurately

Green Light White Light Red Light

Note: While a vehicle registered outside NSW may be used to provide passenger services, the DVD will only show results for vehicles registered in
NSW Authorised service providers will need another method for checking that interstate vehicles are registered

A white light means that no result was found:
. The vehicle owner should check their ASP has entered the data correctly.
. Check the vehicle registration and VIN numbers have been entered correctly.
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A red light means an adverse result was found: it may indicate the vehicle is not currently

registered in NSW or has more than 12 seats.

6.12. Taxi Licence Status Check

Authorised Taxi Service Providers (TSP) can run the Taxi Licence Status check to check whether a

number plate is associated with a valid taxi licence.
Note that:

» This check will only appear in the DVD for Authorised Taxi Service Providers.
* Any vehicle with a plate that does not begin with T or TC will return a white light indicator (e.qg.

a hire vehicle plate).

» Ared light may mean the registration of the taxi has recently changed and the new details will

need to be provided, or that the taxi licence expired and will need to be renewed. The

Indicators for this check have the following meanings:

« The number plate entered
does not startwith T or TC.

* The number plate is
associated with a valid taxi
licence.

White Light

Green Light

To run a Taxi Licence Status check in the DVD: navigate to the All Vehicles tab, select the plate

numbers to check, and click Run.

* The number plate is not
associated with a valid taxi
licence.

Red Light

Once the check has run, return to the All Vehicles tab and check the indicator result in the Taxi Licence

Status column.
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6.13. Safety Check

The safety check column shows the date of a vehicle’s last annual safety check (pink slip) at an
authorised inspection station. The indicators for this check have the following meanings:

« The vehicle has undergone a  The vehicle may have never had a * The vehicle has not undergone a
safety check at an authorised safety check at a NSW inspection safety check at an authorised
inspection station in NSW in the station, or inspection station within the last
last 12 months. . 12 months, or

» The vehicle may have had a safety
check at an inspection station + The authorised inspection station
outside of NSW, or that completed the most recent

safety check does not have the
capability to electronically submit
their safety inspection checks.

» The authorised inspection station
does not have the capability to
electronically submit their safety
inspection checks.

Black Date No Date

Note: While a vehicle that has undergone a safety check outside of NSW can provide passenger services, the DVD will only
show results for vehicles that undergo a safety check at an authorised inspection station in NSW. Authorised service providers
will need another method for checking that interstate vehicles have undergone an annual safety check.

The following image shows the location of Safety Check column in the DVD.

P
=y

4 vehicles

Q

LAST 4 DIGITS OF TAXI
B PLATE NUMBER ¢ PLATE TYPE VIN OR CHASSIS TEGISTRATION LICENCE SAFETY | ~MECKED DATE

™ CHECK STATUS CHECK

May 2020 Page | 38



Driver Vehicle Dashboard User Guide

Wik

GOVERNMENT

Point to Point
Transport Commissioner

6.14. Checked Date

Checked Date column provides the date the service provider last checked their vehicle/s
in the DVD.

The following image shows the location of Checked Date column in the DVD.

* Vehicles

* A

LAST 4 DIGITS OF
VIN OR CHASSIS
B

B PLATE NUMBER ¢ PLATE TYPE

REGISTRATION

CHECK

TAX)
LICENCE
STATUS

SAFETY
CHECK

18

CHECKED DATE

o © /2 /06/200 &

6.15. Driver disagrees with a DVD indicator

The DVD draws on the official records of TINSW, the Point to Point Transport Commissioner, and the
NSW Police Force. A DVD indicator that is accurate will not be changed and is not reviewable. When
a driver disagrees with a DVD indicator, Commission staff will only deal with the driver and the
relevant government agencies and not with any third party (such as a service provider).

If a driver believes that a red traffic light result for a serious driving or criminal charge offence is
incorrect, they should contact the Industry Contact Centre on 131 727 and provide supporting
information such as a recent National Police Check, Court outcome or any other supporting
documentation. Under no circumstances must a driver contact the NSW Police Force about criminal
charge information they believe to be incorrect.

The Point to Point Transport Commissioner is unable to change records that are held by other
agencies, but can investigate. If a person believes that a red light relating to their vehicle registration,
driver licence or serious driving offences is incorrect, they will need to contact Service NSW to confirm
that the records are correct, and if not, request Service NSW to amend the databases.

For questions relating to P2P Regulation safety offences or a driver authority cancellation or
application, a driver can contact the Point to Point Transport Industry Contact Centre on 131 727. A
driver who believes that a red traffic light indicator for P2P eligibility is incorrect should provide their
previous Driver Authority Number obtained under the Passenger Transport Act 1990 or the
Passenger Transport Act 2014.
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6.16. Further Information

There are a number of online resources available on the Commissioner’s website at
pointtopoint.nsw.gov.au including a Quick Guide to the Driver Vehicle Dashboard, as well as a
searchable Driver Disqualifying Offences database and related fact sheet.

Service providers can also download the DVD User Guide from the Commissioner’s website. Drivers
wanting more information about the PT code can call 132 213 or visit
http://www.rms.nsw.gov.au/business-industry/public-passenger-vehicles/point-to-point-
transportdrivers.html

The Industry Contact Centre can provide assistance on 131 727.

7. Edit Driver Details

To edit the details of a driver via the DVD:
7.1.Log in to Industry Portal

See section 3.2.

7.2.Update driver details

Click on “All Drivers”.

I All Drivers I

All Vehicles

The Driver Dashboard is displayed. Click the “Edit” icon of the driver to edit.

All Red White Green + Add » Run @ Delete L. Upload Drivers

L. Delete Drivers & Export Results

NSW NSW SERIOUS

NSW P2P CRIMINAL  PT CODE LAST
DRIVER LICENCE  DRIVING
eEren LICENCE -V URE OFFENCEs ELIGIBILITY ~CHARGE  APPLIED CHECKED
MILLS XxxxAM  16/05/1955 [ ) 0. o ) @ 31/10/2017  28/04/202
WITHERS  xxxxAl  20/08/1960 [ ] ([ ] o @ o 06/07/2018  21/04/2020 4
MILL 6t 16/05/1 ® o . ® [ ] o 31/10/2017  28/04/2020 + %
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LEIGH 123456

12/12,/1977| |‘

Edit the record as necessary by overwriting text in the fields. Save your changes by clicking on the tick

icon.

LEIGH 123456 12/121977

=
1O

08;‘08;2019EX

The following notification will be displayed at the top of the screen.

® Success

Record updated successfully.

8. Delete a Driver

To delete a driver from the DVD:
8.1.Log in to Industry Portal

See section 3.2.

8.2.Deleting a driver

Click on “All Drivers”.

I All Drivers I

All Vehicles

The Driver Dashboard is displayed. Select the driver, or drivers, to delete.

All Red White Green

+ Add » Run @ Delete 2. Upload Drivers

X Delete Drivers & Export Results

NSW
LICENCE

SERIOUS

DRIVING 25

ELIGIBILITY

CRIMINAL
CHARGE

PT CODE
APPLIED

LAST
CHECKED

NSW —
DRIVER LICENCE
LICENCE
MILLS XxxxAM  16/05/1955 [ ]
WITHERS  xxxxAl  20/08/1960 o

OFFENCES

TENURE

28/04/2020 4

31/10/2017

06/07/2018  21/04/2020 f
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Click “Delete”. A confirmation window is displayed.

Confirmation

You are about to delete 1 record(s)
Do you want to continue?

Click “Confirm”. The driver record is removed.

9. Delete multiple drivers

This functionality allows you to delete multiple drivers at one time.
To delete multiple drivers, you must have a CSV file ready with the following details for drivers:

* NSW Driver Licence Number
* Driver's Last Name
« Driver’s Date of Birth

See section 5.2 for more information on CSV files.

9.1.Log in to Industry Portal

See section 3.2.

9.2.Deleting drivers

Click on “All Drivers”.

All Drivers

All Vehicles

Click on “Delete Drivers”.

All Red White Green + Add » Run @ Delete L. Upload Drivers

I. X Delete Drivers I & Export Results

m AT gg\l’\"/ER bo5 NSW nggNWCE sDi’?\'/?,h’g P2P CRIMINAL  PT CODE LAST
NAMESTIS o e tie e LICENCE  TEoNURE OFFENCEs ELIGIBILITY CHARGE  APPLIED CHECKED
MILLS XXXXAM  16/05/1955 [ ] @) O [§) () 31/10/2017  28/04/2020 &°

[[] WITHERS xxxxAl  20/08/1960 () &) Q (] O 06/07/2018  21/04/2020 &°
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Click Choose file.

Choose file [No file chosen

The Open file window is displayed.
Navigate to the directory with the upload file and click to select the file.

€ Open X
- v 4 & > ThisPC > Downloads v|®| | Search Downloads ¥
Organize v New folder = v [H 9

= A
| Documents

&= Pictures

[ This PC u n
I Desktop LSS
3 Documents Hold Drivers_logs_on_2 Vehicles-logs-on-
2-8-2017@11-3-5 22-8-2017@11-40
- Downloads -48
Click Open.
File name: | Drivers_logs_on_22-8-2017@11-3-5 v‘ Microsoft Excel Comma Separa v

Click Delete Drivers.

| |
i Delete Drivers Bulk driver template i

Choose file | Drivers_logs_on_..-2017@11-3-5.csv Delete Drivers
—_ 1
]
j Cancel ’

If there have been no issues with the file you will see a success message on your screen.

10. Run a Driver Report

This function allows an ASP to run checks on multiple drivers at one time. It may take a few minutes to
complete as results are near real time. The more drivers you check the longer it will take.

The DVD will check against the driver's NSW Driving History and NSW criminal charges to ensure they
comply with the Act and the Regulation.

10.1.Log in to Industry Portal

See section 3.2.
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10.2. Reporting on drivers

Click on “All Drivers”.

All Drivers

All Vehicles

Select the driver(s) that you want to query, either individually or select the check box in the header to
select all drivers.

All Drivers
DRIVER DASHBOARD
i #Drivers:
) Drivers D! 2
All Vehicles NSW Licence: @ O [ W ®@o oo
NSW Licence Tenure: @ O [ W ®@o oo
Serious Driving Offences: (0] 2 (0] (0]
DVD Logs : . . ® ©
P2P: @O 9?2
Criminal Charges: @ O [ ®o oo
Help
Search Driver Licence, Last Name Q
All Red White Craen . + Add @ Delete L. Upload Drivers
L. Delete Drivers & Export Results

NSW NSW SERIOUS

NSW P2P CRIMINAL  PT CODE LAST
DRIVER LICENCE  DRIVING
Hoetion LICENCE  TENURE OFFENCEs ELIGIBILITY  CHARGE — APPLIED  CHECKED
MILLS xxxxAM  16/05/1955 o @ [ ] o [ ) 31/10/2017  28/04/2020 4°
WITHERS  xxxxAl  20/08/1960 ©®© [ ] ® o @ 06/07/2018  21/04/2020 &°

NOTE: The first time you log in there will be no driver information displayed. Click

“Run”. A confirmation window is displayed.

Confirmation

You are about to run 3 driver(s). Do you want to continue?

Cancel
Click “Confirm” to run the query. The following notification will be displayed at the top of the screen.
@ Success X

Your request has been submitted.

The Drivers / Vehicle Query Logs page is displayed showing your query. The most recent query is at
the top (if more than one is shown).
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Query Logs

CREATED DATE TYPE REQUESTED BY STATUS EXPORT
18/09/2017 4:56:47 PM Drivers David Jones @ F
otal 1
20
18/09/2017 2:33:18 PM Vehicles David Jones rs
Totak 20

10.3. Downloading and opening a report

Click the “Export” icon to download. The report is in CSV format which can be read by MS Excel.

Query Logs
CREATED DATE TYPE REQUESTED BY STATUS EXPORT
18/09/2017 4:56:47 PM Drivers David Jones @ &
otal 1
20
18/09/2017 23318 PM Vehicles David Jones &
Totak 20

The report will be downloaded locally on your computer.

£:) Drivers_logs_on_22...csv =

Click on the file to open in MS Excel or show in a folder.

Cpen

Always open files of this type

Show in folder

£:) Drivers_logs_on_zz,,..csv

NOTE: Once you open the file you can rename and save the file elsewhere on your computer.
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11. Search Drivers

If you have many drivers, you can quickly search to find an individual driver. To use the search
function you must have either a driver’s last name or their NSW Driver Licence Number.

11.1.Log in to Industry Portal

See section 3.2. To search

Click on “All Drivers”.

All Drivers

All Vehicles

Type in either the driver’s last name or the driver’'s NSW Driver Licence Number into the Search
Drivers box.

I All Drivers I
DRIVER DASHBOARD
i #Drivers: 2
. Drivers
All Vehicles NSW Licence: @ O [ W ®o oo
NSW Licence Tenure: @ O [ W ®o ®o
Serious Driving Offences: [0} 2 (0] (o]
DVD Logs < o ® (0]
P2P: @O [H
Criminal Charges: @ O [ ®o ®o
Help
I Search Driver Licence, Last Name QI
All Red White Groon + Add » Run @ Delete 2. Upload Drivers
L. Delete Drivers & Export Results
7 LAST gg}’:/lER DOB NSW LI(’Z“SI\\?ICE ?)ERT\I/?#S P2P CRIMINAL PT CODE LAST
NAME 1t LICENCE LICENCE TENURE OFFENCES ELIGIBILITY CHARGE APPLIED CHECKED

Press “Enter” on your keyboard or click the search icon within the box.

‘ LEIGH| I D.I

12. Add a Vehicle

To add a vehicle you must have the following vehicle details:
* NSW Licence Plate Number
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* Plate Type (M=Motorcycle O=0Other)
» Last 4 digits of the VIN (Vehicle Identification Number) or chassis number (a chassis number is the
identification number attached to motor vehicles manufactured before 1 January 1989). NOTE:

Vehicle checks can only be conducted on NSW registered vehicles.
12.1.Log in to Industry Portal

See section 3.2.

12.2. Add a vehicle
Click on “All Vehicles”.

All Drivers

All Vehicles

The Vehicle Dashboard is displayed.

All Drivers
W VEHICLE DASHBOARD
“¥ Vehicles el e _
All Vehicles Vehicle Check: @ O ®o ®o ®o
Safety Check: @ O ®o @o
Taxi Licence Status: (0] (0] 2) 0
DVD Logs ® ® @
Help Search Vehicles Q
All Red White Grech + Add » Run @ Delete X Upload Vehicles & Export Results
LAST 4 DIGITS OF REGISTRATION W) SAFETY
. PLATE NUMBER 1 PLATE TYPE VIN OR CHASSIS # CHECK LICENCE CHECK CHECKED DATE

STATUS

NOTE: The first time you log in there will be no vehicle information displayed. Click

“Add”, the Add Vehicle window is displayed.

Add Vehicle

Plate Number *
Plate Type *

o v
Last 4 digits of VIN or Chassis # *

Cancel Save
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Type in the vehicle plate number.

Plate Number *

For example, CN85QP.

Select the plate type from the drop down list

Plate Type *
O v

M= Motorcycle or city bus.
O = everything else.
Type in the last 4 digits of the VIN or chassis humber

Last 4 digits of VIN or Chassis # *

For example, 6500. Click “Save”.

Add Vehicle

Plate Number *
CN85QP
Plate Type *
O v

Last 4 digits of VIN or Chassis # *

6500 ‘

Cancel Save
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The vehicle is added.

All Red White Green + Add > Run @ Delete . Upload Vehicles & Export Results

TAXI
. PLATE NUMBER 1 PLATE TYPE Logr o BIEhrs ©lF - [AEsShLiie LICENCE SERny CHECKED DATE

VIN OR CHASSIS # CHECK STATUS CHECK

CN85Q9 [} 6500 &

13. Add Multiple Vehicles

This functionality allows you to add many vehicles at one time. This will be used to perform the Vehicle
History Check.

The Point to Point Transport Commission is not responsible for the accuracy of the vehicle details
recorded in the DVD. The DVD assumes the uploaded file contains the ASP’s correct current list of
vehicles, as compiled by the ASP.

To complete the following steps, you must have the below Vehicle details for each vehicle:

NSW Licence Plate Number

Plate Type (M=Motorcycle or O=0ther)

Last 4 digits of the VIN (Vehicle Identification Number) or chassis number (a chassis number is the
identification number attached to motor vehicles manufactured before 1 January 1989).

13.1.Log in to Industry Portal
See section 3.2.

13.2. Add multiple vehicles
Click on “All Vehicles”.

All Drivers

All Vehicles

The Vehicle Dashboard is displayed.
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VEHICLE DASHBOARD
Vehicles il _
All Vehicles Vehicle Check: @ 0 @0 ®o Qo
Safety Check: @ O ®° ®o
DVD Logs Taxi Licence Status: @ O @ ®o
Help Search Vehicles Q
All Red White Green + Add » Run @ Delete X Upload Vehicles & Export Results
LAST 4 DIGITS OF REGISTRATION Wy SAFETY
. PLATE NUMBER 1 PLATE TYPE VIN OR CHASSIS # CHECK LSI_?E{:JUCSE CHECK CHECKED DATE

NOTE: The first time an ASP logs into the DVD there will be no vehicle information displayed.

Click on “Upload Vehicles”.

All Drivers [ VEHICLE DASHBOARD

Total: 44

. 1 o @o

All Vehicles Vehicles ® e @

ByRCaes Search Vehicles Q

Help All Red White GEaen + Add > Run @ Delete | 2 Upload Vehicles |l & Export Resuits
[ | PLATE NUMBER 1 PLATE TYPE LASE 2 BICIIS IO

VIN OR CHASSIS # VEHICLE CHECK

6810MO o 0377

Click on “Bulk vehicle template”

Bulk vehicle template

Upload Vehicles

Browse... = No file selected. Upload Vehicles

Cancel

Your browser will automatically download the Bulk vehicle template in CSV format.

CHECKED DATE

28/06/2017

NOTE: CSV stands for “Comma Separated Values” and a file with .csv extension allows you to save
data in a table-structured-format. To reduce the risk of viruses the DVD will not accept other file

formats and the following notification is displayed at the top of the screen.

@ Error!
Invalid file selected. Please check the file format.

X

13.2.10 Create an Upload file

The Commissioner is not responsible for the accuracy of the vehicle details recorded in the CSV file.

The DVD assumes the uploaded file contains the correct current list of vehicles.

Open Bulk vehicle template on your computer using the default software application. The file should

look like the below:
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If not, contact the Point to Point Transport Industry Contact Centre on 131 727.

Add as many vehicles as you need to. Please ensure you enter each vehicle’s information in separate
rows. Once finished save the file, for example, using MS Excel:

Click File.

- ¥ Format Painter

Clipboard I

Click Save As.

Choose a location on your computer to save the file.

€ Open X

<« v 4 ‘ > ThisPC > Downloads v O Search Downloads el

Give the file a title that is easy to identify.

) Downloads
fvehicies-logs-on-22-8-2017@11-40-48 |

Select CSV from the “Save as type” drop down list.
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ICSV (Comma delimited) (*.csv)

-

More options...

Click Save

A Hide

13.2.11

Folders

Upload the Vehicles
Click “Upload Vehicles”

X Upload Vehicles

Tools ~ Save

& Export Results

An Upload Vehicles window is displayed.

Upload Vehicles

Choose file INo file chosen

Click “Choose file”.

Help

Upload Vehicles

Cancel

[—;:‘ Save

Cancel

The Open window is displayed. Navigate to the location with the upload file and click to select the file.

€ Open X
T ; > ThisPC > Downloads » v O Search Downloads P
Organize v New folder = v [H 0
|£ Documents o)
& Pictures W)
NS
= TEpe E g n y n
I Desktop 3 >
Tj Documents Hold Drivers_logs_on_2 Vehicles-logs-on-
- 2-8-2017@11-3-5 22-8-2017@11-40
4 Downloads -48
h_Music
H “ ”
Click “Open
File name: | Vehicles-logs-on-22-8-2017@11-40-48 v‘ Microsoft Excel Comma Separa v
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Click “Upload Vehicles”

Upload Vehicles Help

| Choose file iVehicles»logs»on...Ol7(wll—40-48.csv

Cancel

If there have been no issues you will see a success message at the top of your screen.

@ Success! X
4 Vehicles added successfully!
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14. Edit Vehicle Details
To edit a vehicle’s details:
14.1.Log in to Industry Portal

See section 3.2.

14.2. Editing vehicle details
Click on “All Vehicles”.

All Drivers

| All Vehicles |

The Vehicle Dashboard is displayed. Click the Edit icon of the vehicle to edit.

All Red White Ty + Add » Run @ Delete X Upload Vehicles & Export Results
LAST 4 DIGITS OF REGISTRATION i SAFETY
. PLATE NUMBER T PLATE TYPE VIN OR CHASSIS # CHECK LICENCE CHECK CHECKED DATE
STATUS
P2P123 o] 2345 &
P2P131 O 72N
P2ZPTRN o) 1234 s

The fields you can edit become active, so you can overwrite the text in the boxes.

P2P123 0] 2345

Edit the record as necessary. Click the tick icon to save the changes

All Red White Groen + Add > Run 0 Delete X Upload vehicles & Exporl Results

m LAST 4 DIGITS OF REGISTRATION U] SAFETY

LICENCE
STATUS

PLATE NUMEER T PLATE TYPE VIN OR CHASSIS # CHECK CHECK CHECKED DATE

| P2PASE o 2345 v %
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© Success X
Record updated successfully.

15. Delete a Vehicle

When you are no longer operating one or more vehicles in your fleet this function allows you to
remove its record. To delete a vehicle from the DVD:

15.1.Log in to Industry Portal
See section 3.2.

15.2. Deleting a vehicle
Click on “All Vehicles”

All Drivers

I All Vehicles I

The Vehicle Dashboard is displayed. Select the vehicle(s) that you want to query either individually or
select the check box in the header to select all vehicles.

+ Add > Run 8 Delete £ Upload Vehicles & Export Results
——

All Red White Green

TAXI
LICENCE
STATUS

LAST 4 DIGITS OF REGISTRATION
VIN OR CHASSIS # CHECK

SAFETY

. PLATE NHUMBER [ PLATE TYPE CHECK

CHECKED DATE

P2PI31 s} 7271 F

P2PTRN s} 1234 F

Click “Delete”. A confirmation window is displayed. Click “Confirm”.
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Confirmation

You are about to delete 1 record(s).
Do you want to continue?

Conee!

The vehicle record is removed.

All Red White Green + Add = Hun 8 Delete X Uplead vehicles & Exporl Results
. PLATE NUMBER PLATE TYPE ST s DUENES lF - (e A lel. LIII.:I-E:ICE S LU CHECKED DATE
T VIN OR CHASSIS # CHECK STATUS CHECHK
P2PI31 ] 727 ra
P2PTRN o 1234 F

16. Run a Vehicle Report

This function allows an ASP to run a report on multiple vehicles at one time. It may take a few minutes
to complete as results are near real time. The more vehicles you check the longer it will take.

16.1.Log in to Industry Portal

See section 3.2.

16.2. Reporting on vehicles

Click on “All Vehicles”.

All Drivers

All Vehicles

The Vehicle Dashboard is displayed. Select the vehicle(s) that you want to query either individually or
select the check box in the header to select all vehicles.

Click run.
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All Red White Green + Add = Run @ Delete X Upload vehicles & Exporl Resulls
' e W { )
LAST 4 DIGITS OF REGISTRATION . SAFETY .,
PLATE NUMBER T PLATE TYPE T 30 A e S L:_:%,E:ff cHECk CHECKED DATE
HRHNH Q o710 #F
P2P131 Q 7271 2
PIPTRN Q 1234 F

+ Add » Run @ Delete

A confirmation window is displayed. Click “Confirm” to run the query.

Confirmation

You are about to run 3 vehicle(s). Do you want to continue?

Cance'

The following notification should be displayed at the top of the screen.

@ Success X
Your request has been submitted.

The Drivers / Vehicle Query Logs page is displayed showing your query. The most recent query is on
top (if more than one is shown).

B DRIVERS / VEHICLES LOGS

Query Logs

CREATED DATE REQUESTED BY STATUS

EXPORT

22/08/2017 @
11:38:59 AM Vehicles Graham Howard 0 3 0

Total: 3

22/08/2017 ) @ .
10:59:53 AM Drivers Graham Howard ) o 3 e

Total: 3

133

16.3. Downloading and opening a report

Click the Export icon to download the report in CSV format which can be read by MS Excel.
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The report will be downloaded locally on your computer.

B vehicles-logs-on-2..csv A

O Type here to search

Click on the arrow to open the file in MS Excel or show in a folder.

Open

Always open files of this type

Show in folder

d Vehicles-Iogs-on-z..,.csv

NOTE: Once you open the file you can also rename and save the file elsewhere on your computer.

17. Search Vehicles

If you have a number of vehicles you can quickly search to find an individual vehicle.

To use the search function you must have one of the following; Vehicle Type, Plate Number, VIN
(Vehicle Identification Number) or chassis number (a chassis number is the identification number
attached to motor vehicles manufactured before 1 January 1989).

17.1.Log in to Industry Portal
See section 3.2.

17.2. Searching for a vehicle
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Click on “All Vehicles”.

All Drivers

All Vehicles

Type in the plate number or the last 4 digits of the VIN or the chassis number. Press “Enter” on your
keyboard or click the search icon within the box.

oo FI

The vehicle is displayed.

all Red White Gracn + Add > Run 8 Delete X Upload Vehicles & Export Results

TAXI
LICENCE
STATUS

SAFETY

CHECK CHECKED DATE

. LAST 4 DIGITS OF REGISTRATION

PLATE NUMBER T PLATE TYPE VIN OR CHASSIS # CHECK

HRHMH fa} 0710 ra
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