Oldham Council Licensing Service
Step-by-Step Guide to Applying Online
New Private Hire Operator Licence

Step - 2

Step - 1

Enter the email address and password you
used to create your online licensing account
and click ‘LOGIN’

Go to the Licensing Services Online web portal
using the following link –
https://paforlalpaclive.oldham.gov.uk/
PAforLalpacLIVE/1/WcaHome
Click on the ‘LOG IN’ button which will take you to
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Step - 4

Once you are logged in, you will see your
‘portfolio page’; which shows your existing
licences. Click on either of the following
links, ‘ONLINE APPLICATION’ or ‘NEW
ONLINE APPLICATION’ to start the renewal

Click on the ‘Licence Module’ box and from
the options select ‘Vehicle Module’

Step - 5

Click on the ‘Licence Group’ box and from
the options select ‘Taxi and Private Hire’

Step - 7

Click on the ‘Licence Reason’ box and from the
options select the relevant application type and
click the ‘NEXT’ button.

Step - 6

Click on the ‘Licence Type’ box and from the options select ‘Private Hire Operator’

Step - 8

This next page explains what you must do once you have
completed your online application, once you have read and
understood these instructions click ‘NEXT’

Step - 10

Step - 9
This page relates to the Council’s ‘Data Protection’
Policy. You must read this carefully as it explains
how the Council will handle your personal data. You
must tick the check box and agree to this policy to
continue your application. Once you have clicked
the check box click ‘NEXT’.
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Step - 11
This next page lets you decide where any correspondence fo you operators licence will be sent
to. You can either add your own details by clicking ‘ADD SELF’, or choose another address by
clicking ‘ADD 3rd PARTY). You must choose one
of these to continue, then click ‘NEXT’.

This next page is automatically completed with
your details, if your details are incorrect then
please contact the Licensing admin team. By
clicking Edit, you can edit / add certain information about yourself. If the operators licence is
part owned by someone else, you can also add
that persons details here. To continue with your
application click ‘NEXT’.

This next page is where you enter details of your
new company. You must click ‘ADD LICENSED
OPERATOR’ first, and then search for your company name in our database. Providing your company does not exits you will be given the option to
add a new operator.

Step - 14

Step - 13
To enter details of your new company please
complete this next screen.

Step - 15

This next page asks you important questions relating to your application, you must answer each
one in order to proceed with your application.
Once you have answered each question click
‘NEXT’ to continue.

After you have created your operator a summary
of the details you have entered will be displayed.
If any of the details are incorrect, click ‘DELETE’
and re-enter your company details.

Step - 16
This page is the ‘declaration’ page, you must
read this page carefully as it asks you to confirm you understand and agree to the terms
of your application. You must tick the box for
your application to proceed. Please be aware
you may face legal proceeding by making a
false declaration in support of your application. Once you have ticked the box click
‘NEXT’ to proceed.

Step - 17

This next page provides a summary of
your application. If you are satisfied the
information is correct, click ‘NEXT’ to
proceed.

Step - 19
This next page allows you to print a copy of
your submitted application and provides details
on how to pay for your application.

Step - 18

This next page is where you submit your application
electronically, it is the last point in which you can go
back to any of the previous steps and make changes.
Once you click on submit the application will be sent to
the Councils licensing section for processing. If you wish
to submit your application click ‘SUBMIT APPLICATION’

