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Introduction

Welcome to the new Dublin Airport permit application and payment portal user guide.

The permit portal has been introduced by Dublin Airport to provide a quick and secure way for
permit holders to apply for a permit, make a payment and update their contact details.

This guide will explain how an existing permit holder can complete their 2017 online permit
application form. Please note: the permit holder details used in this guide are sample information

for illustration purposes only.

Logging In
You can access the permit portal from the Dublin Airport website: www.dublinairport.com/chauffeur
and by clicking Permit Portal

You will then be brought to the permit portal login page:

e To Log into your account, please enter your mobile phone number, dropping the first zero
e Enter the password you received in your welcome letter
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i Welcome to the Dublin Airport Permit Application Portal

Login here to manage your account Enter your mobile phone number
Mobile number (-3538_) (no leading zero needed)
+353

Password

Enter your password
| have forgotten my password
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Resetting your password
The first time you log into the system you will be asked to reset your password. You can then enter a
password of your choice to use going forward.

A

Home »> Permits > Forgotten password

Reset password

Please enter a new password to protect the security of your account. Your password
must be between 8 and 30 characters. include a mixture of upper and lower case
letters. contain at least one number and at least one special character. such as $ or %
or!

-~

Password we sent you by SMS or in your

welcome letter”
% Enter your ariginal password I

MNew password”

Confirm password”
Enter and confirm a new password |

Please note: to protect the security of your account, your password must be:

v" Minimum of 8 characters long, and a maximum of 30 characters;
v' Use a combination of upper and lower case letters;

v" Include at least one number and one special character (such as ! or $ or &)
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Your Permit Account

Once you have created your new password, you can access your account, where you can

1. Apply for a permit
2. View your permit history
3. View and your contact details

A

Home > Permits > My account

New permit 161-D-1567 Joe
Bloggs
Apply: [ 1 Apply for permiits 83000

test@chauffeuradmin.ie

View details of your permit history here

Apply for a chauffeur permit

To complete your online permit application, you will require:

v a picture of the SPSV licence, per vehicle
0 4 your payment details, be that a credit or debit card,

H

Click on Apply for permits:

New permit

Apply: Apply for permits

Your permit type, Chauffeur Permit, is already selected for you, just click Continue
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A

Home > Permits > Apply for a new permit

o Choose permit type

Chauffeur permit

Chauffeur permit is
already selected for you

Welcome Joe Bloggs | Log out

To facilitate an easier and quicker application process, the online application form
will be pre-populated with your details; you can simply confirm whether the details

e arecorrect or update/edit the information as required.

Chauffeur permit details: Personal Address

Please note:

1. Fields that are greyed out cannot be edited, these fields can only be changed by Chauffeur

Admin

2. Fields with an * are mandatory field
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A

Personal Address

Fields with an * Update address - M
are mandatory Name

Address Line 1"
Address Line 2°
Address Line 3
Address Line 4

Eircode

Home > Permits > Apply for a new permit

0 Choose permit type
e Chauffeur permit details

Joe Bloggs
101 Main Street
Portmarnock

Co.Dublin

Greyed out fields are read only.
Chauffeur administration can
update this information




Y Dublin

Chauffeur Permit details: Your Details

Once Again:

1. Fields that are greyed out cannot be edited, these fields can only be changed by Chauffeur
Admin

2. Fields with an * are mandatory field

Home > Permits > Apply for a new permit

0 Choose permit type
e Chauffeur permit details mandatory fietd

Your Details

Mr v

Email address

test@chauffeuradmin.ie

First name”
We will send you free reminders and
Joe alerts when your permit is due for
expiry and when payment is due.
Last name” Would you like to receive these via
email or SMS5?
Bloggs

® Email O sMs
Company name

Click Continue to
Vehicle Details

Continue to vehicle details

Once you have completed all your details, click Continue to vehicle details

Permit Reminders
You will receive free reminders when your permit is due for renewal or when a payment is due.

These reminders are sent by SMS, but if you have an email address you can chose to receive the
reminders either by email or SMS.

Email address

adamdoe@gmail.com x You can receive your free reminders by
SMS or by email (if you have an email
\We will send you free reminders and address)
alerts when your permit is due for
expiry and when payment is due.
Would you like to receive these via

email or SMS?

OEmail ®sMs
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Chauffeur Permit details: Vehicle Details

In the Vehicle details table, enter the vehicle information of each that you require a permit for.

Home = Bermits = Apply for a new permit

€ choose permit type
0 Chauffeur permit details
€ venicle details emsston foie

- Piease use the scroll bar to see all of your vehicles.

Enter the
details of each
vehicle that
you require a
permit for

<: 181-0-1857 BhW 7300 A1234 D1/04/201€ Stonee | [ Remave '\:>

[ — I
ddmmiyyT Srowee... Remaove

ddimmmiyyy Srowes. Remave
Remave

ddimmiyyy Srowee...
delimmiyyy Srowes... REmove
; . Srowes... Remave

Continue to duration and cost.

Upload a picture of your SPSV licence

1. Click on browse

Vehicle

registration  Vehicie Make" Vehicle SPSV Licence SPSV Expiry Evidence Remowve

e Modet Mumber* Date’ upload® vehicie

161-D-1 | BMW 730D 12345 | | 01/04 1 | Browse. |[Remove A

2. Chose the file you want to upload — the picture of your SPSV licence

3. Click Open
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ﬂ Choose permit type

0 Chauffeur permit details

. -
. Chi File to Upload
o Vehicle details S e
= » Com.. » My Workspace - nbryce (P;) » - Search My ¥
== y p: ry hes y
§ Organize *  New folder
- Pleaseusemewoupalmseeauofywrvencm . B _
1 We accept the following file formats: jpg. jpeg. png. gif. bmp or pdf. Max file size - 4 Name Date modified Type
10mb W Favarites
Documents 18/04/2017 10:13 File folder
o Libraries My Received Files 11/03/2017 13:38 File folder
Vehicie " " . AR
My Sh 27/06/2016 1049 File fold
registration  Vehicie Make® Vehcu? SPSV Licence SPSV ) L ly Shapes 6 ile folder
= Ei= Model Number* 8 Computer: DUBLP | = OneMote Notebooks 31/08/2016 1449 File folder
& QOSDisk (C:) Snagit 10/03/2017 09:24 File folder
161-D-1 | BMW 730D 12345 01/04/2¢  [Bowss |[§ o3 MyWorkspa 2 [i S8V Vehicle1 Picture JPEG image
L Business System | [ SPSV Vehicle 2 Picture IPEG image

dd/mmy Browse.. £, veD 700

1% DUBLPZSHRNXL
DUBLPSTTSV32
G DUBLPEVKTBG2 = ¢ | i | D

File name:  SPSV Vehicle 1 Picture = |AllFiles ("7
3

[

dd/mmsy arowss [ S Network
dd/mms Brows=.. [ |
0

dd/mm# EIiEE

Continue to duration ar

4. The picture is now attached

Once you have completed all your details, click Continue to duration and cost

Home > Permits »> Apply for a new permit

o Choose permit type
o Chauffeur permit details

e Vehicle details *mandatory fisid
e Please use the scroll bar to see all of your vehicles.
1 We accept the following file formats: jpg. jpeg. png. gif. bmp or pdf. Max file size
10mb

Vehicle registration

number”

161-D-1567 BMW 730D A1234 01/04/2019

ddimmiyyy ™

ddimmiyyymr Browse...

ddimmiyyy Browse...
ddimmiyyy Erowse...
ddimmiyyyw Srowse... Remove
v
&

Click Continue to duration and cost

Continue to duration and cost




Chauffeur Permit details: Duration and cost

You can now select your payment duration: annual or quarterly

Y Dublin

A

Home » Permits > Apply for a new permit

0 Choose permit type

0 Chauffeur permit details

€ venicle details “manastory fla
o Duration and cost

When applying for your permit. you can either:
- Single payment for the full year of €1.000 per vehicle
- Pay for the first quarter now. fi by 3l pay due each
quarter. each quarterly payment is €250 per vehicle

L T

Venicle : 161-D-1567

Select your payment period
12 Months 3 Months
€1000.00 €250.00
Start date

Vour mnmma_/g Your permit start date will be the 1st June 2017 '
01/06/2017 ~

Basket

Your basket is currently empty.

Total: €£0.00

Press Continue
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Chauffeur Permit details: Payment

Payment options
® Secure Online Payment

"Welcoms Joe Bloggs | Log out

*C¥ Dublin

@
Home > Permits > Apply for a new permit
o Choose permit type Your basket will show Basket

you the payment

o Chauffeur permit details amount due (1) Chauffeur permit details  €£1000.00
@ Venicle cetails Total: €1,000.00

0 Duration and cost

e Payment

Chauffeur permit Terms and Conditions .
Your must accept the Terms and Conditions
B 1 accept the Terms and conditions”

B | accept that m y data will be retained for administrative, reporting and auditing purposes in
‘accordance with the Terms and Conditions™

Order summary

Parmit Type : Chauffeur permit
“ehicle on permit : 161-D-1567
Start date - 0L/06/ 2017

End date | 31/05/2018

Total amourt © €1.000.00

Please check that your order is comect. Press the Make payment’

- Iputton and you will then be taken to our secure payment provider, to
I complete your payment before being to this site. Accepting
|payment does Not constitute of your o

Click Make payment]

Terms and Conditions

As part of the permit application, each applicant is required to confirm that he / she will

1. comply with the Chauffeur Code of Conduct
2. accepts that data will be retained for administration, reporting & auditing

[¥ I accept the Terms and conditions”

[¥ 1 accept that my data will be retained for administrative, reporting and auditing purposes in
accordance with the Terms and Conditions’




Secure Online Payment
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You will enter you card details in the secure online payment form.

Once you have entered you card details, click Continue, your payment will now be processed.

QY Dublin

£1000.00

Payment details

Credit or Debit Card

* Card Number:

e visa

|43EIG DDO0D00DD00D

Card Security Code:

Cardholder

Email Address:

|test@chauﬁeuradm in.ie

* Expires End: E

— nter your
[02_vi2018 v] card details
Valid From:

= a = \What is this?

[

Cardholder details are pre-
populated but can be updated if
you are using a different card

= Title: * First Name: * Last Name:
Mr A |Jc:--:= | |Eilnggs |
* Address 1: Address 2:
|1Dl Main Street | |F'Drtrnam0ck |
* Town/City: County:
[Co.Dublin | | |
Postcode: * Country:

| |Ireland V|
Telephone Number: Type:
33000 | [Mobile w]|

Click Continue
<[ ]
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Chauffeur Permit details: Application Complete

Once you have completed your payment details your application is complete.

Please note: you will be given a unique reference number for your permit application, plus you will
receive a confirmation notification by SMS or email.

Welcoms Joe Bloggs | Log out

¥ Dublin

l Securely log out of your account

4
(3]
Home > Permits > Apply for a new permit
4 Thank you for your order. - your reference is DACooo1432
l ‘You will receive a confirmation notification shortly.

Unigue reference number of your application i

Chauffeur Administration will review your application. Once your application is processed and
approved your permit will be issued to you by post.

Please ensure to log out of your account by clicking Log out

Your application is now complete.

Thank you.

11



