Licence (Manual Entry)

iving

Dr

Claimant

Duty of Care — Driving Licence

Reviewer

Reviewer on behalf of Claimant

Add a new Driving Licence
(My Duty of Care
Documents | My Driving

Licences)

Log on to Gov.uk and obtain
check code

Create driving licence review [
request ’

Enter check code into Expenses

{ Save .

Go to My Team'’s
Driving Licences
(Awaiting Review)

Note check code
and licence number

Log on to Gov.uk and
enter check code
and licence number

Set Review Status
to “Reviewed -
oK”

Verify information

Upload DVLA
summary
screenshot

Is licence valid?

Set Review Status
to “Reviewed -
Failed”

Add a new driving licence
(My Team'’s Driving
Licences)

Obtain Gov.uk check
code

Log on to Gov.uk and
enter check code and
licence

Verify driving licence
information & take
screenshot

To obtain a check code on the claimant’s
behalf, you will need the following:

- Driving Licence Number
- National Insurance Number

- Post Code where licence is registered

Upload DVLA summary
screenshot

Enter check code/expiry
into Expenses

Set Review Status to
‘Reviewed - OK’

Is licence valid?

Set Review Status to
‘Reviewed - Failed’




Driver & Vehicle Check Process

Claimant

Go to My Details | My

Duty of Care
Documents | DVLA
Check Consent

Use Printed Consent

(See Printed Consent Process
Flow)

Creating Driving Licence Record

Licence Check will retrieve
licence details sourced from

DVLA (this service is
chargeable)

If claimant refuses

to provide consent,
revert to using
manual Duty of
Care processes.

Confirmation of
submitted details

icence

L

iving

Dr

R

If automatic consent can
not be provided, a manual
process will need to be
undertaken with Licence
Check.

Click here for more
information on the manual
consent process.

Directed to consent
portal and secure

code is auto-
populated

At this point the following can
occur: Driving Licence record is created
(for claimants without current driving licence review)
- A new driving licence record is
created if the claimant does not
have a valid or current manual
driving licence review

Details stored on

Licence Check DB

Expenses checks daily for claimants
who have provided consent but
still have a valid and current manual
driving licence review.

- No driving licence record will be

created if the claimant has a valid

and current manual driving licence
review

When the ‘last review date’ is equal to
the check frequency, a new driving
licence record is created.

After initial automatic driving licence creation

The check from the DVLA database will depend on the frequency which has been set. For
example, if the frequency is set to 3 months, Expenses will determine if consent is still valid
and whether a check has been performed in the last 3 months. If not, a check will be
performed from DVLA.

Each check from the DVLA is chargeable.

Review Status set to ‘None’
as no review is required for

If licence is okay, Duty of
Care licence checks will pass

DVLA licences when adding mileage

If the licence has a status of Expired, Disqualified or Banned, the licence check will
fail and restrict the claimant from claiming mileage.

An email will be sent informing the claimant and the Duty of Care approver.

If the ‘Use date of expense for duty of care checks’ option is active, this check will
be based on the date of the expense, with regards to validity of the claimant’s
driving licence. If this option is disabled, this check will be based on the licence
status today.

Depending upon which information is returned from the DVLA/Licence Check, multiple updates can be made against a Driving Licence or a new Driving Licence can be created. The

following applies:

- If there is any change to Driving Licence/Entitlement then a new Driving Licence record is created. This is dependant on the issue number.
- If there is any change to Endorsements but Driving Licence/Entitlement is not changed, then the Endorsement details will be updated as well as the check date.
- If there is no change to Driving Licence, Entitlement or Endorsement then the check date will be updated.

Consent Expiry

Consent expiry email sent
before expiry. Period set within
General Options.

Previous consent revoked from
Licence Check system

Claimant to follow consent
process again to provide new 3
year consent




Driver & Vehicle Check Printed Consent Process

Claimant

Status is set to ‘Mandate Awaiting
Approval’.

Do not want to provide Notification that consent
electronic details and opt can not be provided N
. . At this point, Expenses performs
for Printed Consent electronically. Need to use & izt ikl e @heek cuey
process Printed Consent process 30 minutes, until Licence Details
become available.

Create Consent Paper
Mandate by entering
required details

(V]
g Post Mandate to
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8 SENEFAtE Mandate Licence Check Limited
=
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i
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h .
(a] Upload Mandate to Received by Licence Received and Status is updated to

‘Unable to locate
mandate’

Print and Sign Mandate Consent Portal Check Checks OK?

Yes

Email Mandate to

Status is updated and
consent/check process

Licence Check Limited

will continue as
outlined here




Duty of Care - MOT Documents

Claimant

Start
Vehicle MOT document

automatically saved, no
Yes approval required.
Review Status set to
‘Automatic Lookup’.

Reviewer Reviewer on behalf of Claimant
‘ Start ’

Vehicle MOT document

automatically saved, no
Yes, approval required.
Review Status set to
‘Automatic Lookup’.

Is Vehicle Check enabled?

Is Vehicle Check enabled?

Vehicle MOT document
automatically saved (if
Yes set as a required
document type for your
organisation)

Add a new vehicle Is Vehicle Check enabled?

Add a new vehicle
document & choose MOT
document type
(My Team’s Vehicle
Documents)

Go to My Team'’s
Vehicle Documents

Set Review Status to
‘Reviewed - OK’

Set Review Status to
‘Reviewed - OK’

Is document valid? Yes Is document valid?
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Log on to Gov.uk and
review document
details

Log on to Gov.uk and verify
document details

Go to My Vehicle
Documents — choose Enter General Details
MOT document type

Upload Document
Image(s)

Prompt to add vehicle ‘
documents ‘

Set Review Status to
‘Reviewed - Failed’

Set Review Status to
‘Reviewed - Failed’




Duty of Care — Tax Documents

Claimant Reviewer Reviewer on behalf of Claimant

s Start

Start

Vehicle Tax document
automatically saved, no
Yes____| approval required.
Review Status set to
‘Automatic Lookup’.

Vehicle Tax document
automatically saved, no
— approval required.
Review Status set to
‘Automatic Lookup’.

Is Vehicle Check enabled?

Is Vehicle Check enabled? Yes

Vehicle Tax document
automatically saved (if
Yes set as a required
document type for your
organisation)

Add a new vehicle Is Vehicle Check enabled?

Add a new vehicle
document & choose Tax
document type
(My Team’s Vehicle
Documents)

Go to My Team'’s
Vehicle Documents

Set Review Status to
‘Reviewed - OK’

Set Review Status to

. Is document valid?
‘Reviewed - OK’ Yes

Is document valid?

)
e
c
(<))
£
>
(8
o]
o
9
=
Al =
()
>

Log on to Gov.uk and verify
document details

Go to My Vehicle
Documents — choose Enter General Details
Tax document type

Log on to Gov.uk and ’
review document ’

Upload Document
Image(s)

Prompt to add vehicle

documents details

Set Review Status to
‘Reviewed - Failed’

Set Review Status to
‘Reviewed - Failed’




Vehicle Documents

Claimant

Duty of Care - Insurance Documents

Reviewer

Reviewer on behalf of Claimant

Add a new vehicle

Prompt to add vehicle
documents

Go to My Vehicle
Documents — choose
Insurance document

type

Enter General Details

Upload Document
Image(s)

Go to My Team'’s
Vehicle Documents

Log on to Gov.uk and
review document
details

id?
Is document valid? Yes

Set Review Status to

Set Review Status to
‘Reviewed - OK’

‘Reviewed - Failed’

s document valid? Set Review Status to
‘Reviewed - OK’
Add a new vehicle
document & choose
Insurance document type
(My Team'’s Vehicle

Documents)
Set Review Status to

‘Reviewed - Failed’ ’

Log on to Gov.uk and verify
document details




Vehicle Documents

Claimant

Duty of Care - Breakdown Cover Documents

Reviewer

Reviewer on behalf of Claimant

Add a new vehicle

Prompt to add vehicle
documents

Go to My Vehicle
Documents — choose
Breakdown Cover
document type

Enter General Details

Upload Document
Image(s)

{ Save I

Go to My Team'’s
Vehicle Documents

Log on to Gov.uk and
review document
details

Is document valid? Yes

Set Review Status to

Set Review Status to
‘Reviewed - OK’

‘Reviewed - Failed’

Add a new vebhicle
document & choose
Breakdown Cover
document type

(My Team’s Vehicle
Documents)

Log on to Gov.uk and verify
document details

Is document valid?

Set Review Status to

‘Reviewed - Failed’

Yes

Set Review Status to
‘Reviewed - OK’




Vehicle Documents

Claimant

Duty of Care — Service Documents

Reviewer

Reviewer on behalf of Claimant

Add a new vehicle

Prompt to add vehicle
documents

Go to My Vehicle
Documents — choose
Service document
type

Enter General Details

Upload Document
Image(s)

{ Save I

Set Review Status to
‘Reviewed - OK’

Is document valid? Yes

Go to My Team'’s
Vehicle Documents

Set Review Status to
‘Reviewed - Failed’

Log on to Gov.uk and
review document
details

Add a new vehicle
document & choose Service
document type
(My Team’s Vehicle

Documents)

Log on to Gov.uk and verify
document details

Is document valid?

Set Review Status to

‘Reviewed - Failed’

Yes

Set Review Status to
‘Reviewed - OK’
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