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Dublin Airport Permit Application and Payment Portal 

User Guide 

 

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: 

• To Log into your account, please enter your mobile phone number, dropping the first zero 

• Enter the password you received in your welcome letter  
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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.  

 

 

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

✓ Minimum of 8 characters long, and a maximum of 30 characters; 

✓ Use a combination of upper and lower case letters; 

✓ 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 

 

 

Apply for a chauffeur permit 
To complete your online permit application, you will require: 

✓ a picture of the SPSV licence, per vehicle 

✓ your payment details, be that a credit or debit card, 

 
Click on Apply for permits: 

 

 

 

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

are correct 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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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 

 

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. 
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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. 

 

 

Upload a picture of your SPSV licence 

1. Click on browse 

 

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

 

3. Click Open 
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4. The picture is now attached 

 

 

Once you have completed all your details, click Continue to duration and cost 
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Chauffeur Permit details: Duration and cost 
You can now select your payment duration: annual or quarterly 

 

Press Continue 
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Chauffeur Permit details: 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  
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Secure Online Payment 

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. 

 

 

 

 

 



 

11 
 

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. 

 

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. 


