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Electronic Bus Service Registration: operator guida nce note v2.8

18/1/08

1.0 Introduction

This note aims to help you understand the issues th at will affect you when making an
electronic bus service registration application. | t mostly covers non-IT issues but does
include some data issues. If you need more technic  al detail please look at the
TransXchange (TXC) schema guide at www.transxchange.org.uk

1.1 E-registration benefits

Electronic bus service registration will enable you to integrate data from your existing
IT systems. It means you only have to provide the information once, ie you don't need
separate files for yourself, local authorities and VOSA. It will make the data used by all
parties better with less manual keying and so less scope for errors to creep in and a
more efficient process. Similarly it will be fedt  hrough to downstream systems
therefore making their data more useful to the publ ic. Also VOSA will aim to process
your applications more quickly.

1.2 Keeping track of your own registrations

You can use PSV operator self-service via the VOSA  website, www.vosa.gov.uk , to see
what services you currently have registered. This lists an outline of your service, ie

bus registration reference number, service number, start and finish point. Please make
sure that you cancel, in advance, any services that you do not run.

1.3 Once only transition

VOSA expect a commitment from you that this will be a once only transition to txc/EBSR, ie
once you start you should not go back to using the paper based system. Only under
exceptional circumstances should you revert back to the paper based system and agreement
should be sought with VOSA.

1.4 Scottish rules

TransXChange supports the differences required by Scottish Regulations. The main one is
the requirement to notify the relevant local transport authorities of your intention to make, or
change, an application at least 14 days before you actually make the application and you
must place Strathclayde PTE as a receipent in the TXC list of circulated authorities. You may
find it convenient to send a copy of the txc file that is the complete file, to them. When you
submit the application you should attach a supporting document that explains what you have
done to fulfil this requirement.
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2.0 Registration

Before you make your first application you must register as a self-service user via the VOSA
website. Go to www.vosa.gov.uk. Click on operator self service from the, menu options on the
right hand side of the website. This will open the login and page, click on new users register
to commence the registration process.

As part of the registration process you will need to have your operator licence number for the
licence you wish to register. You will also have to create a user name for yourself and also a
memorable word. These will enable you to access the site once you receive your password
via the postal system to the main address held on our database.

2.1 Passwords

You are in charge of maintaining your own passwords. Within operator self service you can
add other users by allocating different passwords to them. So different people within your
company can make applications as long as they are authorised by you, have a specific
password and are listed as the submission author for that particular data file. However if
these people change you must make sure that you delete their access if they leave your
business.

2.2 Operator process

Develop txc file, validate against the schema, zip and save it

Go to VOSA website - log-on to operator licensing self-service with
unigue id and password, Alternativley you can access via Secure FTP

|
M
Upload txc data file from your network

|
v

VOSA e-mails to reject application or acknowledge receipt

v

VOSA e-mails when application accepted; registered particulars (pdf)
available in your VOSA in-box
|

Open e-mail, access in-box, view pdf details and check registered
particulars are correct

To submit an application you need to log-on via the VOSA website or SFTP client. To access
via self service click on ‘on-line services’ then ‘operator licensing self-service’. When you
have input your user id and password you will get a list of menu options at the top left hand
corner. One is TransXChange Upload where you can browse your pc for the right file and
then upload it. For SFTP you will access via a link and will be prompted for a user id and
password which will be provided by VOSA, once you have accessed there will be a folder
visible where you will upload your TXC zipped files.
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When your application is received you will receive an e-mail confirming receipt and another e-
mail when it is accepted. If you want to check the details of your txc applications, or their
progress, log-on to the self-service website. There is a menu option on the left hand side for
‘TransXChange Inbox’. This will take you to a list of your txc applications. NB: it will NOT list
manual (or existing) paper applications. But you can get these by using the ‘registration
search’ menu option.

For txc applications, you can click on any of the supporting documents, pdf or the xml file to
view the contents

To submit a TransXchange file for existing registrations the process will be the same as per a
normal application. However a new folder will be made available via SFTP for existing
registrations this will be named EBSR Data refresh. A new menu option named EBSR data
refresh will also be made available via the self service system. All existing registrations should
be uploaded via either option. When uploading an existing registration you must set the
application classification field in the TXC file to non Chargeable change.

The next pages show users of the system how to access EBSR and use the upload and
download areas for both SFTP and the VOSA self service website.

Accessing and uploading via SFTP.
To access the secure FTP site you must have an SFTP client, have access to the internet
and be registered for VOSA self service.

Once the above is in place VOSA will provide the required access details for the SFTP site
including passwords & login id’s.

Launch your SFTP client from your PC

WinSCP Login P

=l Session —Session
- Stored sessions Host name Port nurnber
SR ST S [172z1 7818 [22 =1
i o Directories —
55H U=zer name Fazzword
Lo Preferences .

ILISE-'T id. I xxxxxxxx

Private key file

—Protocol
i SFTE £~ SFTP [allow SCP fallback] i~ SCP

I Advanced options Select color |
Sbout. Languages Save. . I ITginI Help I

You will be prompted for the following:

e Host name
¢ Port Number
¢ User name
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« Password

VOSA will provide you with the above details. Enter the required details select SFTP and
login. Different SFTP clients may have a different screen layout to the above screen however
the principals are still the same.

Please note if you have an option to resume in your SFTP client you need to disable transfer
resuming in the SFTP client before submitting files, as the EBSR system does not support
this option.

Once you have accessed the SFTP site you should be given a view similar to the screen
below again not all SFTP clients provide the same view however the principals are still the

same.

-z ngrantstagecoach@172.21.78.18 - WinSCP

Session  Cptions Remote Help
W55 TR o pefak :
- B0 Oa oY (2] | Ca Ts =z

Size | Changed
100307 13/06/2007 09:...
14398 13/08/2007 091,
16441 15/{06/2007 09:...
[0 16487 13/06/2007 09:...  --x--—m

0B of 0B in 0 of 4
{5 . FzRerame [f F4Edic B FSCopy (1§ Fo Move [ F7 Create Directory 3<, F8 Delete ESF F9 Properties U], FLO Quit

4478 Il 798 =R |[ sFrPe@ || oooaz |

You will see a folder with a reference number this is the VOSA id for your licence. If you hold
several licences you will be presented with multiple folders for each licence you hold.

¢ Click on the required folder for the licence you want to upload registrations for.
* Locate the drive on your network where your TransXchange files are located.

¢ Once you have accessed the required folder simply highlight the files you wish to be
uploaded and simply drag and drop the files from your network into the folder.

Remember each file need to be zipped, you cannot just upload the TransXchange file.
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These files will then be placed into the EBSR workflow process. You should expect to receive
an acknowledgement email within 1 hour this will be sent to the email address which is
included in your TransXchange file. The email will inform you of whether the file had been
uploaded or has been rejected.

-z 14898 - ngrantstagecoach@172.21.78.18 - WinSCP

ocal Mark Fles Commands Session Options Remote Help
N e £

Bl Ep- il e M i

2 N: albspublic B

oldes
Mame “ Ext

B e -=-ftama@| @iy

Aty Mame ' Ext Size | Changed Rights Owner |

.. Parent directory  15/05/200, . Data Refresh 13062007 0., -Wx-w—- user
3 PHODOS8E3 KEW 45.Z1P 118,976 WinZip File o7i0z{200... Hew Applications 13/06/2007 0%, wxw—w-  user
CIPHODDSEE3 NEW 47.21P 1,140,423 WinZip File 15j02/200...

C) PHOOSB53 HEW 48.71F 1,140,423 WinZip File 1502200, ..

) PHODOSBE3 HEW 46,7 1,140,423 WinZip File 15/0z}200...

CDPHOODSS53 HEW4D ZIP 1,140,423 Winzip File 15/02/200...

3l PHODOS 853 VAR 17.21P 97,112 WinZip File 16i02/200,..

LT PHODOSE53 VAR 16,21 97,109 WinZip Fils 18j02}200,.,

@PHDDDEEE\E YAR Z0.Z1F 45,139 WinZip File 15/02/200...

@PHDDDEEE\E YARLG CAMN... 45,135 WinZip File 15/05/200...

3 PHODDSEE3 YARS ZIP 118,905 WinZip File 07j02{200...

08 of 4354 KB in 0 of 10 0B of 0B inDof 2

# FzRename [ F4 Ecit B3 FScCopy L3 Fé Move [ F7 Create Directory 3< F Delete FF F9 Properties W1, FLO Quit

[ eme | e [ &[] e [ srrPva || o237 |

il start H [ H ¥ ftp:/jvibbpolbsuttx01/12. . | [ElMicrosoft PowerPoirt - [P... | =3john.spelimang on 'vibbpn.. | 514898 - ngrantstagec... 4

You will be presented with 2 folders these are named:

* Data Refresh
* New applications

Data refresh is the folder used to upload existing registrations as part of the rollout of pilot
areas.

New applications is the folder in which to upload new, variation and cancellation registration.

To upload a file

¢ Locate your required document area on your network.
¢ Locate the required files.
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« Highlight the files and drop and drag these into the required folder i.e. data refresh or
new applications.
Please note all files must be win zipped and only 1 file per zip is allowed. You cannot
place all files in 1 zip file.

These files will then be placed into the EBSR workflow process. You should expect to receive
an acknowledgement email within 1 hour this will be sent to the email address which is
included in your TransXchange file. The email will inform you of whether the file had been
uploaded or has been rejected.

If the file has been uploaded successfully the email will detail:

« Date of receipt of the file

¢ The VOSA registration reference number

¢ Details of which local authorities have been informed via email.

e That you can access the original zip file and official VOSA PDF outputs via the SFTP
site or the VOSA website.

You will then expect to receive the Traffic Commissioners decision on the application within 5
working days of receipt. This decision again will be via email
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Accessing and uploading, via Operator self service.

To access the secure VOSA self service site you must already be registered for VOSA self
service.

To access the VOSA self site go to www.transportoffice.gov.uk

‘=8 Transport Office - Microsoft Internet Explorer provided by Atos Origin for Y054

-'@m,@ ] @@mm Peraaes €| (3 (2 30,

]_ EEp s bransportaffice. gow . ukj| il j}]\‘ﬁ HLﬁ[@ ﬁ"

| &

Wehicle Drivers | RegisteriLogin Brought to you by

Wehicle Owners |Newg & Events

. ¢
Bus and Coach Operators |General Info ‘ ( nsn V «
DRAING STANDARDS AGENCY (2

Larry and Yan Cperators
Do it online

B MOT Garages and Testers
+ Operator Licensing

® Taxi Provid : |
Taxi Providers i FL s :
B Driver Trainers + Book a driving | “osk %
instructor theory | : &
B ehicle Dealerships and test : Vehicle & Operator Senices Agency
Importers |

+ Book a driving test
onling

Other Businesses

Becnme a driving
instructor

Infarmation on the gualifying
process to bectirriea driving i
instructor,

5]
istart| & B (@ tei Grant .| 5] Operotor .

You will be presented with the above page:

¢ Click on operator licensing self service.
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osoft Internet Explorer provided by Atos Origin for ¥0SA

Services provided by:

\NOSN

itk & Opdrator Serviae. Agency

Registered Users

Please enter your details to log in, Mote that the password is case sensitive (You must use upperflower case exactly as they
appear in your password.)

User IDn |

>
> Passward: | Ltiéfnl

Warning

Property and data held on the OLBS system is subject to Crown Copyright. Unauthorised access is prohibited and constitutes
an offence under the Computer Misuse Act 1990, It may result in criminal prosecution andfor a caim for damages.

WS4 customers are reminded to keep their Customer Security Codes confidential and to contact the WOS4 immediately at
"zelf service@vosa.gov.uk" if they are aware of any unauthorised user knowing their Customer Security Codes.

Use of the WOSA Licensing Self Service system indicates acceptance of the site's Terms & Conditions of Use

e-Government
National Awards

WINNER 2004

Terms and conditions | Help | self.service@yvosa.goy .Uk

You will be presented with the above page.

< Enter your user id this will have be the id you entered when you first registered for

self service.
«  Enter your password this will have been issued by VOSA to you.
¢ Click login

If you have neither of these details please contact EBSRsupport@vosa.gov.uk

Once you have clicked the login button, this will launch a new browser window.
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r Licencing Bus tem - o ¥ splorer provided by fitos Origin for VOS54

Departent for EBSR Data Refresh
Transport

iy = —
oLk the blus butlons with the ' symbiols to: Submit EBSR Data Refresh Application
Lriew the subomesu options

% Operator Licencing Busmess System I
+ Licence Surumary
@ List Wehicles

@ AddRemove Vehicles

# Transfer WVehicles between licences

# Change AddressiTrading IMame

* AddiFEemove Director  (Limited | — i
licences only) Lookin: |3 14898 }:l,

* AddFemove Transport Manager =
(ST or EI licences only)

& AddiBemove Operating Centre(s)
andior IncreaseiDecrease Authornity

Choose file

2l PHOOOSE6S NEW 45.ZIP

i)l PHOOOSZ6S NEW 47 .ZIP

el PHOOOSS6S NEW 48.Z1F

el PHOOOSSES NEW. 46.ZIP

[iell PHOOOSSES NEWD ZIP

frell PHOOOSSE3 VAR 17.Z1P

il PHOOOSS63 VAR 16.Z1F

el PHOOOSSES YAR 20,21

rell PHOOOSSES VAR 19 CANC.ZIP
[rell PHOOOSE6S YARS L ZIP

+ Bus Fegistration Search (PSW only)
+ EBESE Mew Application (PEW only)
E @ EBZE Data Refiesh (FEW only)
; @ EBESE Inbox (PEW only)

* Clorrespondence Inbox

# Payment of licence fees On-Line

* AddiDelete User

I . Logout

| Files of typs: [aiFiles ) =

| After you have finished wusing

You will then access your secure self service account. For EBSR the main menu options you
require are:

L« EBSR New Applications
* EBSR Data Refresh
EBSR Inbox

New applications is the option in which to upload new, variation and cancellation registration.

Data refresh is the option used to upload existing registrations as part of the rollout of pilot
areas.

EBSR Inbox allows you to view applications you have submitted along with the ability to
download the registered documents.
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. _' Operator Licencing Busines temn - Microscft Internet Expl ded by Atos Origin lor YOS54
Department for EBSR New Application
Transport

I it i (1] 5 T n 0 .
(Eick the blue bixttens vath the 4 smbiale £o Submit EBSR New /Variation/Cancellation Application

rriew the sub-menu options
| ) Browse. | E%ERF@& |

& Operator Licencing Business System
@ Licence summary
@ List Vehicles

{ Choose file

@ AddiBEemave WVehicles

® Transfer Vehicles betwee

+ Change Address/Trading

& AddEemove Director ()
licences only) |

* AddBemove Transport I
(SM or 21 licences only)

* AddEemove Operating ©
andfor Increase/Decrease

il PHOOOSEE3 NEW 47.ZIP
[l PHOOOSSES NEW 48.ZIP
Gl PHODOSE63 NEW, 46,ZIP
il PHOOOSB63 NEW4S | ZIP
il PHOOOSSE3 VAR 17.21P
Ldll PHOODSERS YAR 15,71
Al PHOOOSBE3 YAR 20.Z1P
il PHOOOSSE3 VAR LS CANC.ZIP

+ Bus Registration Search ( B
[eell PHOOOS563 YARS (ZIP

T EBSE New Application {
@ EBSE Data Refresh (FST
® EBSE Inbox (PEV only)

anFies

# Correspondence Inbox

# Payment of licence fees Camae

+ AddiDelete TTser

. 0 Logout

A__!fter__you hmﬁrmkedmng

To upload a new application:

——e  Click on EBSR New Application
¢ Click the browse button
¢ Locate the required folder or drive on your network or PC
¢ Select the required file
e Click open
¢ Click submit file

You can only upload one zip file at a time with this process therefore you must repeat this
process for each file. The uploaded file(s) will then be placed into the EBSR workflow
process. You should expect to receive an acknowledgement email within 1 hour this will be
sent to the email address which is included in your TransXchange file. The email will inform
you of whether the file had been uploaded or has been rejected.

If the file has been uploaded successfully the email will detail:

¢ Date of receipt of the file

¢ The VOSA registration reference number

¢ Details of which local authorities have been informed via email.

¢ That you can access the original zip file and official VOSA PDF outputs via the SFTP
site or the VOSA website.
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You will then expect to receive the Traffic Commissioners decision on the application within 5
working days of receipt. This decision again will be via email

To upload existing registrations click on:
« EBSR Data Refresh
Follow the same procedure as per uploading a new application.

To view files which have been successfully uploaded into the EBSR system:

3 Operator Licencing Business System - Microsoft Internct Explorer provided by Atos Origin for ¥OSA

Department for Operator EBSR Inbox - THAMES TRANSIT LTD
Transport Unread EBSR Documents

Click the blue buttons with the '+ symbols to

briew the sub-menu options Official Route )
Registration|Variation|Status VIOSA Track E;‘I'é)"“tted EBe?lfésh Read
% Operatoer Licencing Business System Record Map
# Licence Summary ) CiarnlaEe] i
. ; e
& List Wehicles PHOOOSS63/1 =2 Cancellation MN/A POF Download Zip T I
Al Download P
. =T mII=te] Download Zip
* AddiRemove WVehicles PHOODDS853/35 2 Yariation [ s POFE Download =i -
# Transfer Wehicles between licences PHOODSS63/17 6 wariation T Download Downlsadizip | -
# Change AddressiTrading Mamme EDFE
+ A ddFRemowe Director  (Lirnited PHOOOSS63/45 O e T 723?”'08'1 Cownload Zip ™ -
licences only) =
+ AddiRemove Transport Manager | pHooosesassry 0 e 72N E,S"fw Download zip |
(E1T or 51 licences only) ===
* AddRemove Operatng Centrels) PHOOOS263419 5 Cancellation MNsa E&vﬂ Download Zip [T |
andior Increase/Decrease Authority D_ =
PHOOOSS63/8 1 Wariation A B T Download Zip ™ (]
# Bus Eegistration Search (PSW only) Downlosd
* EBSE Mew Application (PSW only)| PHO0OO0S853/45% 0O News T BOE Download Zip ™ |
# EEZE Data Refiesh (PEW only)
— P & EBSE Inbox (PSV only) PHOOOSS63 46 O S e S 728;‘”"'03‘1 Download Zip —
Download .
# Cormrespondence Inbox PHOOOSS53/48 O e N2 EDF Download Zip ™ |
Al Download P
. . e o
 Payment of icence foes On-Line PHOOOSE863/18 2 “ariation [ s BOE Download =i - —
Download
LEmiesie] 215
* AddDelete Tser FREDESEESED |13 Variation  NsA B Download Zip [~ O -
A . A A =
Shaw All Archive

o Logout

After pou have_finished ising

e Click on EBSR Inbox
You now have the ability to download:
¢ The official VOSA/Traffic Commissioner PDF Record of the service

e The route track map of the registration
e The submitted zip file

Select the required document you wish to download and simply click the hyperlink.

This page also allows you to view all recent EBSR applications which have been submitted
and their current status.

3.0 Definition of an electronic registration

A TransXChange file contains one REGISTRATION that has the registration details of one
SERVICE. The SERVICE defines vehicle journeys for buses displaying one or more public
LINE NUMBERS, operating on one or more ROUTES. The ROUTE defines the physical path
taken by a bus in one DIRECTION.
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The pattern of working on a ROUTE is defined using JOURNEY PATTERNS. Therefore
JOURNEY PATTERNS that contain at least 50% common route mileage are considered to be
a single SERVICE and can be submitted within the same REGISTRATION even if the buses
display different public LINE NUMBERS.

A frequent service is defined in legislation as a service where “the service interval is 10
minutes or less”. Traffic Commissioners will expect that on at least 95% of occasions:

¢ Six or more buses will depart within any period of 60 minutes, and

* The interval between consecutive buses will not exceed 15 minutes.

3.1 Electronic data

One of the main principles used throughout TransXCh ange is that you only have to
provide one common set of data for all parties. Th  is makes sure there is little scope
for typo errors and provides benefits for us all. Therefore your txc file must provide
everything required:

e forregistration
¢ by the local transport authorities affected
e and for traveline too

VOSA will only extract the registered particulars (remember service numbers are now
required for all services) and we will put these in the pdf that we send back to you. You can
check this to make sure all is well. Your IT systems must produce data that is fully txc
compatible so that it has been validated against the relevant schema before you submit your
file. If it doesn'’t validate against the txc schema it will be rejected.

Your data will also have to meet certain quality standards, which are defined in the txc
schema guide — including for example the Traffic Commissioners’ requirements on bus timing
points 3.5 of this guide refers. Schemas from txc v2.0r upwards will be supported by VOSA.

3.2 Declarations

You should read our ‘terms and conditions of use’ shown on the self-service registration
screen. If you haven't already read them please do so before submitting your first application.
Section 8 refers specifically to bus registration and indicates that you declare that all txc
applications will be correct. Click here to see the relevant section. You must check that you
have updated the details of the person making the application if that person leaves/moves
etc.

3.3 Bus registration reference number

This is the unique identifier for your application / registration and follows the same principals
as the current paper based numbering system. With electronic bus registration you define
this number yourself (from the VOSA sequence). This means the reference number is
allocated right at the start and stays with your details as they go to all parties. This will cut
down on errors and confusion. It is made up of the first 2 alphabetical characters in your o-
licence number ie ‘PH’, the 8 numbers of your o-licence number (NB: don't forget the zeros if
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you have an ‘old’ number) and a 4-digit number for the application/registration. Please note
failure to include your licence number an registration number will result in your file being
automatically rejected by the EBSR system.

3.4 NaPTAN data

You must also include bus stop data from the NaPTAN database; this makes sure we
all have the same information so that bus stop name s, locations etc are consistent. If
you need to access the NaPTAN database, goto  www.transxchange.org.uk/

3.5 Principal Points

These are the points at which you are telling the Traffic Commissioner that you can be
monitored. Therefore it is vitally important that this information is correct. TransXChange
helps you as it allows you to clearly specify which stops are principal points. So, you need to
enter TimingStatus data very carefully. Be aware that we will extract data on any stops where
the TimingStatus is shown as a principal point. These stops and their timings will be included
in the pdf of your service as the registered particulars. Remember that TCs have indicated
that principal points must normally be no more than 15 minutes apart unless there is a good
reason for a longer interval. If that is the case in any part of your timetable, you should attach
a supporting document that explains your reasons.

3.6 Frequent Services A frequent service is classed as a service where “the service
interval is 10 minutes or less” and a statement of that can be made on the application rather
than displaying actual bus journeys. Traffic Commissioners see the benefit of displaying all
bus journeys and have agreed that each journey on a frequent service can be displayed and
the service will still be classed as a frequent service and monitored as such. A note needs to
be provided in the EBSR application to state that the service is a frequent service.

4.0 Variations

Whenever you make a variation you should submit the whole data file including the whole
timetable, route, stops etc rather than just the changed items. This ensures that the full data
file can be processed for publicity purposes etc. It also makes sure that if your service is
monitored the whole service is correctly monitored rather than you receiving reports of lots of
unregistered departures. So, for example, if you only change the Sunday services you should
still send in the full timetable covering the whole week, even if those journeys have not
changed. This is because any variation application will completely over-write the previous
details submitted.

This does mean that it is important to summarise the changes in reasonable, but not too
much, detail to get published in N&P. If you change a timetable please put more detail than
just ‘timetable changed’ but without listing each journey that has been amended.

Each application must have a variation sequence. For a new application this is always ‘0’ and
then increases by ‘one’ each time you make a variation application for that particular
registration. Remember that there cannot be any gaps in this sequence so you need to make
sure you know what that last variation number was for the registration that you are changing,
as failure to do so will result in the file being rejected at the Automated Processing Stage. If
you are unsure of the next variation number, you can check via our PSV operator self-service
to find out.
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If you submit an existing registration via Data Refresh, the variation number will increase on
the VOSA database by the value of 1. (i.e. if your current variation number is 5, then by
uploading an existing registration, then it will change to 6). You do not need to give the next
variation sequence number, as this is not validated via Data Refresh.

4.1 File attachments

You can attach supporting documents to a TransXChange file. This is particularly useful as it
means that you can submit every piece of information that will be needed right at the start
rather than having to wait whilst your TAO identifies what else is needed. You can attach
things like letters/e-mails of support from the local authorities affected if you want to make a
short notice application. Currently we support the following types of attachments: MS Word,
jpeg, bitmap and .pdf files. As yet, we have no feedback about the suitability of other file

types.

It is helpful if all the details are put into one supporting document but we realise that this is not
always possible. If not, please use document names that explain the contents of the
attachment ie ‘SN support from x County Council’, as this will help us process your application
more quickly. Remember that these document names must be unique names within that txc
file and must be listed in the data file. Missing supporting documents will mean the file will be
rejected.

4.2 Data structure

When structuring your data within txc fields please try to follow these guidelines:

¢« When compiling the service number details please make sure that the first number
quoted is the main core route. Any secondary, or associated routes, like an express
service etc in that registration can then follow.

* When a service is subsidised in part please indicate whether it is wholly or partially
subsidised (the schema allows this)

¢ File names should follow the structure approved for txc which is:
Line_Operator_Area_ServiceCode_StartDate.xml (see the schema guide for examples)

¢ Routing information of the service must be included in the file to enable the mapping tool
to display an image of the route of the service.

¢ As ever you need to make sure that you include all the affected local authorities. You can
check which local authorities are covered by your route by looking at the first three digits
of the NaPTAN codes for your bus stops. We will have automatic checks in place to
make sure the details are correct.

4.3 Rejected Files

If you send an application to us and it has automatically been rejected (ie it's not complete or
contains an error) you will have to correct it before you resubmit. We will try to identify this
before a copy goes to the local authority and in that case you will be able to ‘re-use’ the bus
registration reference number and will be able to keep the same variation number.

Please note that this is different to the application being refused, as a rejected file has not
being logged on our database due to the actual TXC file failing the VOSA automated
validation process. An application will only be refused once the automated VOSA system has
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validated the file and a caseworker has determined that the application does not meet the
Traffic Commissioners requirements.

If short notice is refused by the TC then the whole application will be refused. You will have
to amend the data file and re-submit. In these cases, the bus registration reference number
must be updated. If you submitted a new application you cannot use the same reference
number but must choose another from your number range. For a variation you will have to
increase the variation number by ‘one’. Similarly you will have to amend the details in your
N&P entry to show that the latest application replaces the previous one. We will minimise the
situations where this occurs and will let you know if you have to re-submit.

4.4 Disaster Recovery/Contingency plans

If VOSA systems are unavailable to produce or receive TransXchange files, then the intention
is to move back to the manual system in any instance of prolonged system failure.

Prolonged system failure would be classed as the system been unavailabe for operators to
submit applications in time to meet legal requirementsand there appears to be no resolution
or firm timescales for a fix. In these cases applications should be faxed or emailed.

Operators at an early stage would be informed to revert back to the manaul process until
resolution of the issue.

4.5 Operator in-box

You will be able to access an in-box area to view details of your current applications. When
you make an application you will get an e-mail when it is received and also when it is
accepted that will take you to this location via a hyperlink. To access, you will have to enter
your user-id and password; this also keeps others out of your area so they don’t see details of
applications you are making. Once in your in-box, you can look at all of your current
applications but also you can ‘tick’ those that you have already seen if you do not want them
to appear every time you log-on. Similarly the details will stay available, even when accepted,
until you make another application. When that happens the previous application details will
be deleted. However if you need a copy of the pdf etc at a later date, you can get it from your
local TAO.

4.6 Free Variations

You are entitled to make a free variation for certain types of situation ie where a Traffic
Regulation Order is imposed and it affects your route or timings. These categories will not
change and txc enables you to continue to claim a free variation as you do now.

If you feel you are entitled to a free variation you should use NonChargeableChange option in
the TXC schema. Also you must attach a document that explains why you feel a free variation
is suitable. You need to put the name of this document in the xml file too. The document
should explain in as much detail as possible why the application should be free — if this has
been agreed in advance by your TAO please give details of who agreed, and when, as well
as why (this will help us sort it out quickly).

4.7 Fees

Initially you should set-up a pre-payment account with VOSA so that your application is not
held up whilst we ask you to send a fee in the post.
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4.7 Contacting Us

We will send at least 2 e-mails to you, on receipt and at acceptance and this process will be
automated. This means that you will NOT be able to reply directly to those e-mails. You can
contact us electronically on self.service@vosa.gov.uk you have any queries about using txc
for registration. However for the pilot all parties will need to liaise closely to ensure the whole
EBSR process is functioning correctly VOSA will provide names of key representatives in
case of queries.

VOSA contacts for technical assistance and the ongoing rollout of EBSR are:

John.Furzeland@vosa.gov.uk EBSR Senior Manager

Neil.Grant@vosa.gov.uk EBSR Manager*

Phil.Jowitt@vosa.gov.uk Business Development Manager

John.Spellman@vosa.gov.uk  Business Development Team

*Neil Grant will be replaced as EBSR Manager by Phil Jowitt as of 1/2/08

VOSA contacts for application related issues and normal day to day operations regarding
EBSR are:

Debbie.Kavangh@vosa.gov.uk PSV Manager

Lee.Betts@vosa.qov.uk PSV Team Leader

VOSA will aim to assist with queries on the same day however there may be cases where
certain issues cannot be resolved on the same day i.e. Technical issues.

5.0 File zipping

You must zip your files before you submit them to save time. Txc files usually contain a lot of
empty space and file zipping reduces this considerably (often by about 80%). On a slow pay-
per-minute Internet connection without zipping you may have to wait quite a while to upload
your file. If you want it, file zipping software can be found here. If you are submitting several
applications at one time then you can zip each one and then zip those zipped files within a
zipped ‘envelope’.

5.1 Internet browsers

Access to the VOSA website has been has been tested against Internet Explorer 6.0. Apple
Mac users have experienced problems with other parts of our self-service system and we
have not tested that browser with this particular module. Other browsers have not been
tested.
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5.2 Cookies and pop-ups

We install temporary session cookies and so if you use Microsoft XP with service pack 2
applied you may need to adapt your security settings accordingly. Details can be found in our
main self-service users FAQ.

5.2 Field lengths

We have restrictions on certain field lengths for a variety of reasons however we have made
sure that those we apply are the same as those needed to comply with the schema.
Therefore if your data file validates against the schema then field lengths will not be a
problem.

6.0 Local Authorities process

VOSA e-mails affected local authorities when application received

v

Go to VOSA website - log-on to Local authority self-service with unique id
and password.

Download txc data file and PDF outputs

|
v

VOSA e-mails when application accepted or rejected

To access via self service click got to www.vosa.gov.uk on ‘on-line services’ then ‘Local
Authority Inbox’. When you have input your user id and password you will get a list of menu
options at the top left hand corner. One is EBSR Inbox where you can browse your pc for the
right file and then download it.

When an application is received you will receive an e-mail confirming receipt and another e-
mail when it is accepted. If you want to check the details of the txc applications for your area,
or their progress, log-on to the self-service website.

For applications, you can click on any of the supporting documents, pdf or the xml file to view
the contents

6.1 Registration

Before you can access your inbox we need to register your details on our data base also we
require you to set up a bespoke email address which we can send all EBSR emails to. The
standard email address is EBSR@Iocalauthorityname.gov.uk to register as user email
phil.jowitt@vosa.gov.uk or john.spellman@vosa.gov.uk.

6.2 Passwords

You are in charge of maintaining your own password. There is currently one password and
user id for each local authority.
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The next pages show users of the system how to access EBSR and use the upload and
download areas for both SFTP and the VOSA self service website.

EBSR User Guide — Local Authority perspective

Accessing and downloading, via Operator self servic e.

To access the VOSA self service site go to www.vosa.gov.uk

3 YOSA corporate website - Microsoft Internet Explorer provided by Atos Origin for ¥OSA

O N A G P e BB B B

= | htkp: v, wosa, gov k) il‘ ’fé‘ﬁ | llﬁ[‘? ﬁ*

“ : Sk E ? Accessibility | Site Map

Vehicle & Operator Services Agenc Saving lives, safer roads, cutting crime, protecting the environment

Home > WOSA corporate website

Search

The Wehicle and Operator Services Agency (WOSA) provides Quick Links
|Search a range of licensing, testing and enforcement services with 0 Applicatiéns il
& T I the aim of improving the roadworthiness standards of Decisions
WOSA Search all sites . . i ¥ .
vehicles ensuring the compliance of operators and drivers, * Hotiess andPYorsedings
and supporting the independent Traffic Commissioners. e :
* Special Motices
Welcome to the YOSA corporate wehsite * Freedom Of Information
W About YOSA As part of a government initiative, the WOSA site was # Press Releases
B Contact Us relaunched as a corporate only site to reduce the # Consultation papers

) repetition of information across the web, This means that
B YOSA Operational Activities all of our scheme content is published on the two
government motoring portals (below) - you can also find

B Corporate Polices and the content you need by clicking on YOSA operational

Standards activities. Do |.t l:ln.llne. .
+ Online Services
B Hews and Events If you have any feedback on this website, email us at: + Operator Self Service
webmaster@vosa.gov.uk #* Check your MOT
B \acancies igertificate
B Training Courses + Jiehicle Recalls
B Contract Opportunities D.rectgov

www.direct.gov.uk
News

# 13-12-07 YOSA wins
prestigious national award
publi for MOT Computerisation

Rl # 11-12-07 YOSA contact
centre closes termporarily

# 07-12-07 VOSA wins
cabotage case against
Banham

Latest Fees

Online Services

Publications

Wihat's Mew

|
|
B Forms
|
u
L]

Useful Links

¥OSA corporat... |

You will be presented with the above page:

¢ Click on online services.
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2358

E http: jfww . vosa.gov ukfvosacorpfonlineservicesfonlineservices.htm

E + S_ear‘\:h.

About YOSA
Contact Us
YOSA E)pe‘rati.'onal Activities

Corporate Folices and
Standards

Mews and Events
\acancies
Training Courses

Contract Opportunities

Latest Fees
Onling Seryices
Forms
Publications
What's New
Useful Links

especially connected to the commercial motorist as well as
vehicle tax and driving test booking. Visit the online
services saction of the Transport Office ® to discover
new ways of working with the Department for Transport.

The vehicle and Operator Services Agency currently has
eight services available onling. Follow the links below to
login.

+ Check your MOT certificate ®
Database of all MOT test results on vehicles issued a

certificate from a computerised MOT station, The yehicles

covered include motor bicycles, cars and light goods
vehicles. It does not cover buses or lorries.

+ Operator Licensing Self-Service ®
Our online facility that allows lorry and bus operators to:
check all of their licence details held on WOS&'s Operataor
Licence systermn; add and remove vehicles from their
licence; and track progress of ongoing applications.

+ Operator Licensing search facilities
Links to our 3 search faciliies on the Operator Licensing
Self-Service data, This includes searches on:
Publications; Operators; and, Bus Registrations.

» Partner Self-Service ® )
This facility will allow VOSA Partnership Organisations the
ability to view specific Goods and Public Service Wehicle
Cperator licence information.

+ Local autharity inbox system @
This facility enables local passgpoger authorities to view
bus registration applications i eir area , which have
been submitted using Transx Chagge. If you are a local
authority and have not vet registersd, email
self.service@vosa.gov.uk

+ ehicle recalls database ® )
This database records all UK recalls from tanufacturars.
If a manufacturer has reason to recall a vehWe it will
contact the WOS4 who then assign it a uniqueXecall
number, which is also transmitted to the DWVLA skould
vehicle owners need to be notified.

* Service Help ®
Heln text and quides an how to use all aovernment

wNULILES g0 FTUCEEUTL
#+ Special Motices

+ Freedom Of Information
+ Press Releases

* Consultation papers

Do it Online
¢ Online Sérvibe& _
+ Operator Self Service
#+ Check your MOT
rtificate

+ Yehicle Recalls

prestigious n

for MOT Computerisation

+ 11-12-07 VOSA contact
centre closes temporarily

* 07-12-07 YOSA wins
cabotage case against
Banharn

A R

fie e

i
L

I

A new page will be displayed now click on Local Authority inbox
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¥0SA - Welcome - Microsoft In

@ hitkps: ffwww . kan.gov, ukfOperatorauthFiles (vOSA_Local_auth_Login.asp

ek - % - (D ) A} Qoearch Gravoes Bristory |

Services provided by:
Vi & Oparator Servicen Agency
Registered Users

Please enter your details to log in. Mote that the password is case sensitive (You must use upperflower case exactly as they
appear in your password )

User 1Dy |

>
> Passwaord: | Ltiéfnl

Warning

Property and data held on the OLBS system is subject to Crown Copyright, Unauthorised access is prohibited and constitutes
an offence under the Computer Misuse Act 1990, It may result in criminal prosecution and/or a daim for damages.

WOSA customers are reminded to keep their Customer Security Codes confidential and to contact the WOSA immediately at
"self.service@vosa.gov.uk" if they are aware of any unauthorised user knowing their Customer Security Codes.,

Use of the WOSA Licensing Self Service system indicates acceptance of the site's Terms & Conditions of Use

e-Government
National Awards

WINNER 2004

Terms and conditions | Help | self.service@vosa.goy.uk

You will be presented with the above page.

< Enter your user id this will have be the id you entered when you first registered for

self service.
*  Enter your password this will have been issued by VOSA to you.
¢ Click login

If you have neither of these details please contact EBSRsupport@vosa.gov.uk

Once you have clicked the login button, this will launch a new browser window.
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To view files which have been successfully uploaded into the EBSR system:

2l Operator Licencing Business System - Microsoft Internet Explorer provided by Atos Origin for YOSA

Department for Local Authority EBSR Inbox - Glasgow City Council
Jransport Unread EBSR Documents
< Operator Licencing Business System O TR
& EBSE Inbox icia oute
—» Operator |Registration|vVariation|Status VOSsA |Track Subn1|tted E?a?rl'qesh Read
Record|Map
o Logout THE
WORKSHIRE PEODOOODS2/201 1 E/Sal':ljrttmn Download Zip
TRACTION Natice)
CO LTD
Afiter you have_finished ssing \(':MOEAS(-:FHBUS Wariation
OLBS, please muake sive you CERVICES PK10O52675/1 1 {Short (MY Download Zip T ||
- ’ - Motice
click the "Logout” optiosn above. | LTD ?
IR Mew (Short
LONDON PKODOD2261/12 O Noticey MAA Download Zip [ |
SOUTH LTD CREE
ARRIV A
LOMDON PKOOOZ2261/25 O Eg‘t"i'cf)hmt A E.S;vaDwnlnad Zip T —
SOUTH LTD —
ARRIV A
LOMDON PKOOOZ2261/18 O Hg‘t";‘:ghort A WDDWHID‘EG Zip T —
SOUTH LTD —
ARRIVA
LOMDON PKOOOZ261/20 O Hg‘t";’:ghort A E&!VMDDWnIDad Zip I —
SOUTH LTD ==
THE
¥ ORKSHIRE ; Download ;
TRaCTION PEOOOOOS2/189 0O Registerad BOE Download Zip T ||
CcoLTD
THE
VORKSHIRE A Nowalna A A — — =l
Show All Archlve
Click on EBSR Inbox

You now have the ability to download:

¢ The official VOSA/Traffic Commissioner PDF Record of the service
¢ The route track map of the registration
e The submitted zip file

Select the required document you wish to download and simply click the hyperlink.

This page also allows you to view all recent EBSR applications which have been submitted
and their current status.

If a file has been uploaded successfully by a operator you will receive an email form VOSA
the email will detail:

« Date of receipt of the file

¢« The VOSA registration reference number

¢ Details of which local authorities have been informed via email.

« That you can access the original zip file and official VOSA PDF outputs via the SFTP
site or the VOSA website.

You will then expect to receive the Traffic Commissioners decision on the application within 5
working days of receipt. This decision again will be via email




