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Register Details

Register New Contractor

To register a new contractor, use the register button on the login page.

Contractor Login

E-Mail Address*: | ]

=<

Complete the “Contractor Registration Form” using these details to create a new “Contractor” and a “Primary User”: -

Contractor Registration Form

e Contractor Name
e  Contractor Address

e Bank Account Name
Contractor Registration Form
e Bank Account Number
Contractor Name * . [
e Bank Account Sort Code
. Address Line1*: [
e  Contact First Name
Address Line 2: [
e Contact Last Name :
. City *
e  Contact Email Address
County [
e  Contact Telephone Number
Bank Details
Account Mame *: [
Account Numiber *: :
Sort Code *: :
Contact Details
Contact First Name *:
Contact Last Name * .
E-Mail Address * [ ]

When a Contractor has been set up by.... The “Primary User” will receive a New Contact Registration Email that will include a

temporary password and a link to login to the system for the first time.

The user will also be set as the administrator — see Admin User.
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New Contact Registration Email

From: bss@liverpoolcityregion-ca.gov.uk <bss@liverpoolcityregion-ca.gov.uk>
Sent: 01 February 2023 13:52
To:

bu"im: e _

Dear FirstName |astname,

You have been setup as a contact for Testing a new contractor.

Please login using your e-mail address and use the following password:
1Vg2W_f6/t

You can legin using the following link:

http://web-app-test/CA BSS CO/Login.aspx

Please do not reply to this e-mail - the address is not monitored.

The new user should be able to login for the first time using the temporary password provided in the email. - see Contractor Login

Register New User

A primary contact or a contact with administrator rights can create a new user in the system.

From the “Contractor Dashboard” the Add Contact button will be available.

Contractor Dashboard

Contractor Name : Test Developer Logged In As: Jon Halliwell
Contractor

Telephons

Jon Halliwell jon.halliwell@liverpoolcityregion-cagov.uk 01253635278

4

Add Contact

To add a new contact, click the Add Contact button the Add New Contact form will be shown.

Add New Contact Form

Complete the “Add New Contact Form” using these details to create a new contact: -

e  Contact First Name

e  Contact Last Name Select whether they are a Primary Contact (This will replace the current primary contact).

e  Contact Email Address

e Contact Telephone Number

e Select whether they are a Primary User (There can be only one).
e Select whether they are a and Admin User

Add New Contact

Contact First Name *

Contact Last Name *:

E-Mail Address *:

Telephone *:

Primary Contact?:

__ ——

Lo JED - )

On completion (Clicking Save) a New Contact Registration email will be sent to the new user.
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Contractor Login
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To login to your account, you must first have had your details registered. — see Register Details. Once your account has been created
you will be able to log into the system using the details that have been used to create your account. If you are logging onto the
system for the first time or your password has expired, then you will be directed to reset password. — see Reset Password.

Login

1. Enter your registered email address.

2. Enter your registered password.
3. Click the Login button.

Contractor Login

E-Mail Address *: [|

5

Password *: [

]

TS e

Reset Password

On successful login in you will be directed to the Contactor Dashboard

Reset Password
To reset your password: -
Enter a new password

Re-enter the new password
Click Change Password

i A

Enter your email address — it should be prepopulated

Change Password

Your password has expired and needs changing

E-Mail Address *: [Jﬁn halliwell@liverpoolcityregion-ca.govuuk r

You will be redirected to the login page as well as receiving an email confirmation containing your new password.

Sent: 01 February 2023 14:30
To:
Subject: Change of Password Notification

Dear Jon Halliwell,
Your new password is:

TestNewPassword!

You can login using the following link:

Somebody (hopefully you) has just changed your account password.

http:/ /web-app-test/CA BSS CO/login.aspx

Please do not reply to this e-mail - the address is not monitored.

From: i i i .gov.uk liverpoolcityregion-ca.gov.uk>
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Contractor Dashboard.
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Contractor Dashboard — including all requests.

From this screen you will be able to see a list of any historical/outstanding bus stop suspension requests that you have made, the

contractor details that relate your account and add any new requests (to suspend a bus stop).

Users with an admin profile will be able to add new users to the system, see Register New User.

Contractor Name : Test Developer

Contractor

Contractor Dashboard

Logged In As: Jon Halliwell

Jen Halliwel

Jor.

alliwell@liverpoolc

Telephon:

01253635278

Add Contact

Contractor Dashboard — no historical requests

Reference Logged Contact Details Payment Status  Released? Queries
4 Zffao22 | Jon Halliwell est Event Paid Yes o o
21 09012023 Jon Hallivwell est Event Paid No o a
23 o0g/01/2023 Jon Hallivwell est Event Paid No (o] o
27 10/01/2023 Jon Halliwell est Event Paid No o ﬂ
28 0&/01/2023 Jon Halliwell Test Event Paid No [e] ﬂ
29 03/01/2023 Jon Halliwell Test Event Paid No o ﬂ
For first time logins or if the user account has made no requests for bus stop suspensions.
Contractor Dashboard
Contractor Name : Test Contractor Logged In As: Jon Halliwell

300 Hallhwell

Email

Lo halliwellgl werpoaleity region-ca gov.uk

Telephone

o1zsIEISZTE

Contractor Dashboard — Standard User

Add Contact

ol o hat have BNy redUicsts logged

NewRequest | View My Payments

The view of a standard user is like the view of an admin user; however, the standard user does not have access to add a new

contact.

Contractor Name :

Test Developer

Contractor

i

Contractor Dashboard

Logged In As: Jon Halliwell

Contacts

jon halliweApliverpooicityregion-ca gov uk

Telephane

A standard user (non admin)
will see the add contact button
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New Request Form

From the Contractor Dashboard click the “New Request” button

: T "

osfov202s

Jon Halliwell Test Event

Paid | No | o | a |

e At least one bus stop must be added via the Add Bus Stop button - see New Request Form - Add Bus Stop

New External Request

Contractor: ( Test Developsr Contractor )

Show Contractor Details

Stops to be Suspended

You have nat added any Stops yet

Add Bus Stop

Additional Information

Local Covernment Client? : g w

E-mail Address: [ }

Details of the Work or Event 2.g.
sewer, connection for new
development:

Highway Authority Bermit No.”: :]
Wil road waorks require temparary
traffic signals for same or all of the
duration?
[ —
Dt on which the work D fC].':]
commences
Apprex tims wark starts on first D :D [ Ciear ]

day:

Last anticipatad day on site: D fD_ﬁD
ApErox. time work ends on last day: D :D

Traffic Management Plan Included?
(mnc«.ﬁm)(mm)(&mmu)(mlm)m
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New Request Form - Add Bus Stop

To add a bus stop (for temporary suspension) there are multiple opt

e Choose from map

e Enter a stop reference

e  Enter the Latitude and Longitude
[ ]

Search by road name

LCRCA - Bus Stops / Shelter Suspensions Application — User Guide

ions available, these are: -

Select Bus

Diistance to Check [meters) : 50'3]

Click a region from the map below to view and select the relevant bus stops

St Helens

Stop

Stop Reference:

C_J
)
]

Latitude:

Lengitude:

Enter Stop Reference, Latitude/Longitude er Road Name, then click Generate Map

Road on which bus stop is located :

(

D G

Back toRequest | Clear Selections

Setting the radius

The number of results (when searching for a bus stop) is determined by
adjusted from anything between 100 and 2000 meters using the slider.

the radius. The default radius is 500 meters. This can be
You will see from the two maps below the results from a

search with the radius set to 100 meters and the same search with the radius set to 500 meters.

\
Distance Lo Check (meters)

Map Sa

ra
Ld
OTerrain |
: oﬂ‘\oﬁ“ Ne
Dave Alan Tyres  a\® 0%
Tire shop and
Eha
The BNENC Ne
Big Car Booty = 0%
) S400698(° el
- Phillips Chemist
up -
The Grove AnhoI69 ad
oot
§
5]
Rash's convenience Q ¥
Convenience store
o P+
Everton Jobcentre & e
%
%
Google

%
Keyboard shortcuts  Mapdata 2023 TermsofUse  Reporta map error

i

<
B
ra
Ld ¥
=
3
i
{ )
% The Flat Ir
2 The Liverpool
& Lighthouse V. R
% 3 W\v"“
:‘; : ‘
‘]
lak Performance 5 e of
Liverpool itty’s Launderette o

el

A !

srou| Q & el @

l3rrea‘l:‘H0mer_ £ North Liverpool ) o S A

& ‘Academy % 8%
o 34005 4
Cw«ﬂc‘" S400508 ’_ ek + i
f B e sa00308]

Everton park g Hame salfans @ ¢ _ 3

| Liverpool

Gopigle

Rrack Road @8 4. oot cvaria, B0
Keyboard shortcuts | Mapdata ®2023 ' Termsof Use  Report a map eror
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Choosing a stop — Choose from Map

If you know the region and area of the bus stop, to be suspended then you can opt to choose the bus stop by using a map of the

region.

1. Hover over the region on the map where the bus stop suspension will take place.
2. Click chosen region (it will have “exploded”).

Click 2 region from the map below to view and select the relevant bus stops

Liverpoot

Distance to Cheek (metess): Yo%

3. Based on the selected region the google map representation of the area will be in view.
4. Navigate around the map to search to locate the area the bus stop you wish to suspend will be.
5. Click on the map in the required area.

Select Bus Stop

Select the required area from the map below

Select Bus Stop

Select the required area from the map below

' “HE6 @ ™ =
7 R B I . . Showcase Ciner “=(

~ \ ‘-‘ Map | de'Lux Liverp: r
KNOWLEDGE | A7 j

5 ||b“» 6 QUARTER e
oyal/Albert ) 2R
Dockilliverpool W\ . e |

NORRIS GREEN
QAsda Walton Superstore

AN %
e 2\ a1l
Map data ©2023  Term:

Pl A
Keyboard shorteuts  Mapdata ©2023  Terms of Use  Report a map error

Page | 100f30



LCRCA - Bus Stops / Shelter Suspensions Application — User Guide

6. The bus stops (based on the radius set — see setting the radius) will be shown on the map.

7. Locate the bus stop by scrolling around the map.
8.

Select the required bus stop by clicking on the relevant stop. You will be returned to the New Request form.

/ LS & S— KON
Map  Satellite rng
g =rme-vvanon Hall | SR
! OTerrain >ark Football Pitch Lifes!yter Walton (
AN = Co50408]
2 s ks J
S40043B S16040A] 6}
Ty 5
% LRES
%
2 ©
2\ %%
Florence Melly 22
ommunpity Primary... 2,
G 208° 5

Walton Glass &
Glazing Limited

Uy, 0 99B
~ Rd
Frames @ e )
,/ 9N09 bar and k'itchenj\%
I c’asg,ay TN -
/ © Ry S

! Che,
(Gacgle. o : D
\GWiauys street Primal Keyboard shortcuts  Map data ©2023  Terms of Use  Report a map error

Choosing a stop — Enter the Stop Reference

If you know the stop reference number already then you can just type the number into the field provided. Once the reference has

been entered then click the Generate Map button.

S

Reference, Latitude/Longitude or Road Name, then click Generate Map

Stop Reference:: Stop Reference : [5400?55 ]

Road on which bus stop is located : [

Generate Map @

K
S,

If the stop exists, you will be redirected to the New Request form with the screen shown looking like the image below. You will see

the selected stop highlighted as a red icon @ . e

Contractor : [Tesl Developer Contractor ]

Show Contractor Details
Stops to be Suspended

Road Name

StopRef.  CCUK Stop Number

5400758 03021946 ‘Walton {Liverpool), Walton Hall Avenue on Queens Drive) 165 [ s ]

Hover over Bus Stops for more information and click on unselected Bus Stops to add them

W aneou - 1§
e L Michael Garag .,

. (5]

Map Satellite oot
Gomayrees < u
Plercings W & 009@” - o

¥ W
z %o~ (& =
4
o
8 Walton Hall Foot Clinic J %
= b,
%
J
Diamond R
Accountancy Services &
<,
o The Glamour Pit Anfisldw
< The Parish of
Saint Aidans o -+
Z Football Queens car centre
ace Centre Used car deal c —_
Go is:lr?1<l Foothall P Terms of Use

Add Another Bus Stop
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Choosing a stop — Enter the Latitude and Longitude

If you know the Latitude and Longitude of the surrounding location, then you can enter this into the fields provided. Once the
Latitude and Longitude have been entered then click the Generate Map button.

Enter Stop Reference, Latitude/Longitude or Roa .
Latitude - [-2.9'!845 }

Stop Reference : :]
\Lm@ Longitude [ s3.41000 ]

q ’/LOHM
e pussan s [ —
Generate Map ‘6

If bus stops have been found in within the parameters of the Latitude and Longitude entered, then a map will be displayed. The map
=

will show all the stops available for selection as a grey icon. as a grey icon

You will be able to navigate around the map as well being able to use the zoom tools provided by google maps (“+”, “— “). Navigate

=
around to locate the stop that is going to be suspended and “click” the relevant grey icon

Results of search.

Select Bus Stop

Click the Stop on the map below to select it

o — -8405 = wwe - L:e:illvf
v Map  Satellite g 3
%
05— ¥ AT Y Halfords A
= o Adfcal James Parsons Building, Elflvz'rpiolu(
widghatt 842"973 Liverpool John Moores.
s00! Pall Mall 3420323 L
Isti1
1S 49 1t
Ij S42017A p145 o Devon St
S42032A% 342063 [542057C iﬂ .
%, o Ro
2 2055 , it £t A t Univet
") ¢ 420244 P c
o) “ )
o
&
Shopping Centre 2 pe
m@ % Eaosm T ]
] 2
2
s B Liver;
1&90 le i o °MelronolllanCalhedral
e Keyboardshortcuts  Map data 2023  Terms of Use - Report a map error

Back to Request Clear Selections

Upon selecting the Bus Stop you will be redirected to the New Request form with the screen shown in the image below. You will see

the selected stop highlighted as a red icon @

New External Request

Stop Ref.  CCUK Stop Number

3 Map Satellite L)
) S
- "o " (W

Walton Hall Foot Chaic

Z Footbol Queens cer centre
1ce Cenire Ubac car omber

Go.

S8 11t Fanthall Kerberdshancsts M tn S02Y  Torma of v Raprt 4 map v
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Choosing a stop — Search by Road Name

If road name where the bus stop is located is known, then this can be entered into the field provided. Once you have entered the
road name then you will either be taken to a map with all the stops in the surrounding area - see Results of search, alternatively
there may be a road that contains multiple locations, for example a road which spans the whole city. If this is the case you will be
taken to the screen below, this will have selected part of the road you have searched for however you will be able required to

change this from the Select Location dropdown.

Our example will use Queens Drive Road in Liverpool.

Enter Stop Reference, Latitude/Longitude or Road Namg, then click Generate Map

S —

Road on which bus stop is looated [Queens Dirivg] ]
foad on which bus stop is located : [Queens Cirivel ]

Wavertree, The Rocket (on Queens Drive) has been selected and the map of the surrounding stops are available for selection shown

=
asagreyicon

» u n)

You will be able to navigate around the map as well being able to use the zoom tools provided by google maps (“+”,

Select Bus Stop

Please select location you wish to generate map for

Select Location : (Wavertree, The Rocket {on Queens Drive) v)

Click the Stop on the map below to select it

v

Map  Sateliite : L3

=
Broade S440726

4073A BROADGREEN
B&Q Liver 5440778]
NoppInG o[ aauTARL:
EL 3450013 s

1162
31448
549430393 uf

/ Zoom in
Google Ke;haa,dslnnc.n; MapdataR2023  Termsaf Use Mpunam:m.\ Zoom out

Back to Request Clear Selections

£
Lla
S
om

o

As mentioned, the results of the road chosen may well return more than one result. In this case a dropdown selection list has been
provided. To choose another location from the same road click the dropdown arrow next to the road name, select the area that

suits your criteria.

Results from Road Name search |
Select Bus Stop Click the down arrow to view all

results
ion you wish to generate map for /

Please select loc

Select Lacation : [\Naver‘tree, The Rocket {on Queens Drive) v]
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Locate the area on the road that

Select Bus Stop

Please select location you wish to generate map for

Select Location : | Wavertree, The Rodket [on Queens Drive)

e S EES
Etoneycroft, Chilcott Road (on Queens Drive)
Massley Hill, Elm Hall Orive (an Queens Drive)

Click ¢ Broadgreen (Liverpaal), Queens Orive (on Tharnas Orive)
Staneycroft, Broadgresn Haspital fon Queens Drive)
Etoneyoroft, Broadgeen Hospital (on Queens Drive)
Clubrmoor, Townsend Avenue [on Queens Drive)

Map Sa west Derby, Holly Lodge Sshoal fon Quesns Drive)
Walton [Liverpool), Haggerstan Raad {on Queens Drive)
Walton (Liverpool), Queens Drive (on Rice Lane)
Wavertree, Shenley Road (on Queens Drive)
Quwm LIvel passley Hill, Mossley Hill Road [on Quesens Orive)
& WSNOPRING o4 o everaft, Derby Lane {on Quesns Drive)
West Dierby, Mill Bank [on Queens Drive)
West Derby, Three But Lane (on Quesns Orive)
Stansycroft, Qussns DOrive (on Derby Lans)

oL0 swal

Walton {Liverpool), Queens Drive #2 {on Walton Hall Avenue)
Walton [Liverpoal), Waltan Hall Avenue {on Queens Drive)
Clubrmoor, Queens Drive #2 (on Utting Avenus)

oTluugwu Allotments

as11®
Kepboard sharizuts  Mapdeia@2023 Termsaf Uz Reparl @ mapersar

To select a new location “Left-

”

Back to Request Clear Selections

On selection the map will re-generate with the stops shown in the new location. See image below.

You will be able to navigate around the map as well being able to use the zoom tools provided by google maps (“+

Navigate around to locate the stop that is going to be suspended and “click” the relevant grey icon

n u ll)

=
, to select the stop.

Select Bus Stop

Please select location you wish to generate map for

Select Location : [C\ubmoor. utting Avenue {on Queens Drive]

Click the Stop on the map below to select it

> el lest Lentre ¥
H :
« Map Satellite l“ RS o
o - Jav —
e 5 it ? )
Asda Walton Superstore o [54600;

(2, &M Home Smrerﬁ Bank
1 Garden Cent(S46001A 9
346024

==
s, 340099‘-395
%

09 bar «md kitchen

™ 6 Broady way Cout
o "*v%g e #
Che, N
nd®
e =%
£ -“\,'137(: 4
g 3 s Lawonc
e 0037 ool
£ . +1
K 3 % %,
Clubmoor Gleey
? S Recreation  Farmers Arms Hotel %6 __
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Back to Request Clear Selections

Upon selection you will be redirected to the New Request form with the screen shown in image below. You will see the selected

stop highlighted as a red icon @

New External Request

Contractor

Stops to be Suspended

Selected Stop

PRV R S s —

Bus Stops toadd them
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New Request Form — continued

When a bus stop has been chosen the “New External Request” form will have additional information, including a table displaying

the selected stop(s) and a map, showing the stops that have been selected as a red icon . There may also be stops shown in the
=
surrounding area that have not been selected shown as a grey icon
=)
It is possible to add extra stops by simply clicking on one of the grey stop icons . You should be able to navigate around the map

as well being able to use the zoom tools provided by google maps (“+”, “—“).

There is also a button “Add Another Bus Stop” that can be used to choose another stop, clicking this button repeats the process
Add Bus Stop.

New External Request

Contractor: [Test Developer Contractor ]

Show Contractor Details

Stops to be Suspended

Stop Ref. CCUK Stop Number Road Name

S4B040A 03021636

X Sz
Map Satellite

The Walton Hall
Park Football Pitch

:\\/

\\ % © 7

. 2 “\ A
f \\“-’o,@ %;\w Nalton
@ \\’e% ‘ r:‘q-a/ﬂ Park
A a =
SR 5

> RN, Florence Melly

£ WALTOI Commur\ﬂv Primary...

o Tam Club \ w“m &

o A @ it

// ,7/’0 I 3 +
9 Walton Glass &v 9 Asda Walton Supe ‘
4 Glazing Limited \Q
/ g *e,,s 0, Lot —

Or-_ Ston p
Gootle Eramas &) /M
og Keyboard shortouts map data ©2023  Terms of Use R
Stop Ref. CCUK Stop Number Road Name Cost
/ Add Another Bus Stop 5460404 03021636 Walton [Liverpool, Stanley Fark Averiue North fon Walton Hall Averue) | 165 Dt
5460408 0302 1637 Wealton (Liverpool), Walton Fark fon Walton Hall svenue) 165 Dt

Additional Information

Hover cver Bus Stops for more infermation and click on unselected Bus Stops te add them

Local Government Client?: |No v i =

i Lra
q Map Satellite I
altor HallAvenue 541 e
=
4 ~ q
<

Soccer Centre -
‘Walton Hall Park:

Client Name: [ ]

~ Walton Hall
= ‘Aenue Post Off +

Mlanas ka
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Complete the New Request Form

Once the bus stops have been added the rest of the form should be completed. You will not be able to progress without all the
relevant details being entered. Warnings will be given if you try to Save & Continue without completing all the mandatory fields.

Additional Information

Lecal Covernment Client? @

Cliert Name : | Test Client

Cliert aeddress : [ Test address

Test Address 2.

Test Address 3

3
&

Post Code: | TER3ST

E-rnail Acldress : [Tm@‘(@tmm ]

Telephone No.: | 01234567890
T DetalE oFtre Workor St eg, [1est Event
sewer, connection for new
development
Highway Authority Permit No.*: | 123458 |

Will road werks require ternporary [ro v
trafficsignals for some or all of the
duratlon?

Emergency Request

Dove onwhichgbeverkc (12 )¢(i 323 |
= el

day.

Last anticinated day on site: //
Approx. time werk ends on last day:

Traffic Management Plan
Includedt?

z
ﬂ
H

Save & Continue

Cancel Request Edit Dates @

On completion of all the mandatory fields click the Save & Continue button. Where relevant this will take you to the Payment

Summary page.

*All relevant payments must be completed before the bus stop(s) can be sent for temporary suspension.

Unless the request is an emergency request — see emergency request then 4 days advance warning must be given. If the date the
works are to commence is before the 4 days, then your will be shown the warning below.

Date o which the wark ,","
COrMmMMenoes! Spa

You cannot suspend this stop bafare 200022023
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Traffic Management Plan

To add a Traffic Management Plan: -
From the New Request Form change the dropdown value to “Yes” next to the label “Traffic Management Plan Included?”
This will reveal the Traffic Management Plan Map section, from here: -

e Click Choose File (this must be a PDF)
e  C(lick Upload

Traffic Management Plan Included?

Traffic Management Plan Map

You have not uploaded a Traffic Management Plan yet

NO FILE CHOSEN )
_ Traffic Management Plan Map -
You have not uploaded a Traffic Management Plan yet l
( Chaose File | BUSSTOP.PDF ) Saical

e The document should appear in the table shown.

Traffic Management Plan Map

FileName Size {mb)

busstop.pdf

Only one traffic management plan is permitted per request.

In order replace the document then click Delete and then repeat the process. see Traffic Management Plan
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Payment Summary

The next stage after completing the New Request information you will be required to make a payment. Check that all the details are
correct before proceeding. To process you should see the Pay button which includes the payment amount required. In the case of
the image below this is “Pay £330.00”. Click this button to proceed to the make the payment.

Payment Summary for Request Ref: 41

You have chosen 2 Stops to be Suspended.

Stop Ref. CCUK Stop NUMmber Type
S4E0404 03021636 INSIGRIAZ BaY & DVROTAL a5
S4E0408 OE0Z1EET INSIGRIAZ BaY & DVROTAL a5 .

Click here to make

Stops to be Suspended 2 the payment.
Payment Due F330.0
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Queries

The system allows a user to ask a question or reply to a question.
Adding a query
A query is related directly to a request to suspend a stop or stops.

To add a query, from the Contractor Dashboard locate the reference for the request you want to ask the question on, and press
View to navigate to the request.

Contractor Dashboard

=you have 1 query to view - use the Queries option above ™

Requests
Reference Start End Contact Payment Status Released? Action Queries
BT 16/0652023 1TI06/2023 | Kevin Gaynor Exempt Mo 1

&5 1308/2023 | 14/08/2023 | Kevin Gaynor Exermpt Click “View” to navigate to the ctifications| 39
B2 01072023 | 02072023 | Kevin Gaynor Paid _ i

The request screen will open, select Add Query

View Request Ref: 62 - Payment Complete ‘
Queries Click “Add Query” to open the

There are no queries for this request

Add Query

To add your query: -
1. Type your query into the text box provided.
2. Click the Submit button.
3. Your query will be sent to the admin team.
Contractor Name : ACME Contractor Logged In As : Kevin Gaynor Logout
Limited -

Type your query into the text box |
Add Query to Request 62

Click “Submit” button to add your

ack to Request
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Replying to a query

To reply to a query, you navigate to the request page based upon the Request / Reference ID.

Contractor Dashboard _

*%ou have 1 query to view - use the Queries option above =

Requests

Reference Payment Status Released? Action Queries

16/06/2023 17I06/2023

kevin Gaynor

Stickers and MNofification

65 13/08i2023 141082023 | Kevin Gaynor

62 01/07i2023 020712023 | Kevin Gaynor

Find the query you want to reply to and click the reply button.

Edit Request Ref: 65
Queries
Query Date By
Testing a query 20/08/2023 | MERSEVTRAVE \Senvicess
13:47.06
This is a question from the Badk office 20/06/2023 | MERSEYTRAVEL\Senicef5 Reply
/_/’ 16:35:26
This is a test question fram the sontrastar, 21/06/2023 | Kewin Gaynor //
10:00:56 t
W '?IS iz the reply from the back offica. 21/08/2023 [MERSEVTRAVEL\Servica8s Reply
11:52:15
B> This is a reply o the back sffice fram the contractor. 21M08/2023 | Kevin Gaynor Reply
12:23:25
The Add Reply screen will open.
1. Type your reply into the text box provided.
2. Click the Submit button.
3. Your reply will be sent to the admin team.
Contractor Name : ACME Contractor Logged In As : Kevin Gaynor Logout
Add Reply

MERSEXTRAVEL\Service6S wrote This is a question from

@ Back to Request
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Query Alerts

When a new query or reply to a query has been sent to you then you will receive an email. The email will tell you which request the
query, or the reply relates to. You will be able to click the link that will take you directly to the query if you are logged in, if not you
will have to log in using your credentials before the screen will be displayed.

From within the application, you will be alerted to any new Queries you are yet to view. This will be shown in the Contractor
Dashboard.

Queries View J

IF you have any unread messages
then you will be alerted here.

me : CME Contractor Logged In As : Kevih Gaynor

d

= ou have 1 query to view - use the Queries option abave ™

Clicking the Queries link will display the screen below. This screen allows the user to navigate directly to the request containing the
new message / query. To do this press view, pressing view will remove this query from the “new” queries list.

Contractor Name : ACME Contractor Logged In As : Kevin Gaynor
Limited

Requests with New Queries

Last Update
&l 7 21/ 06/2023 12:05:53 1 [ e ]
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Making a payment
Before a request can be completed, payment must be made.
Billing Information

Check the details are correct before proceeding, these details should be the billing details found on the card being used for
payment. These should be pre-populated. If the details are correct click the “Next” button.

Billing Information Your Order

first tama Sulitotal £375.00

Tax £56.00

Last Name

Compary Name

Rdivess Lina 1

cay

Cauntryisgion
nited Kingelor v

StateProvmce
Merzaysice
ZipPustai Code.

Prione Humber

Emait

Payment Details

Complete the payment details screen with the card you are making the payment with.

**For the purposes of the testing please use the test card details. See Test Card Details**

The card details required are: -
e Card Type
o Visa
o Mastercard
o Maestro
e Longcard number
e  Card Expiry Date (Month & Year)
e CVN (The 3 numbers usually found on the signature strip on the back of the card)

Billng Payment Review Receipt
Payment Details a Your Order
* Required field
\ Card Type * Subtotal £275.00
O wisa| visa O @ Mostercard Tax 5.0
O | @B baestro Uk

Total amount £330.00

Card Number *

Expiration Month *  Expiration Year *

/ Month v Year
o
This onde i  fhree or four digit number printed on the badeor front of redit
i

- Eanasl froat

When all the card details have been completed click the Next button
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Payment Review

Check the details on the review page and if everything is correct click the Pay button to make the payment.

Billing ayme; Recsipt

Review your Order

Payment Details Your Order

Card Type visa Subtotal £275.00
Card Number ecosooceosscl 11 Tax £65.00
Expiration Date 03-2027

Total amount £330.00

Back

Payment Success

A successful payment will generate a receipt displayed as well as an email receipt. - see Example Receipt

Click “Continue” to return to the Contractor Dashboard (main menu).

Receipt

Receipt

Payment Successful
Receipt Number: - BSS0000000041
LCRCA Reference: - 000029

——

Payments that have been successful will show as Paid will show in the Payment Status column on the Contractor Dashboard.

Reference Logged Contact Details Payment Status  Released? Queries
30 02/02/2023 | Jon Halliwell Test Event Paid A‘ ‘ hie o oo
|
&= nverrooL
Recei pt Date: 02-02-2023

Order Number: BSS0000000036

This is a test custom payment receipt

Billing Information

Test Developer Contractor
Jon Halliwell

Testing Address 1
Liverpool

Merseyside

6B

TE123ST

fon.halliwell@liverpoolcityreqion-ca gov.uk
01253635278

Payment Details Order Total

visa Subtotal £137.50

0000000000002 Tax £2750
Total amount £165.00

*You paid using this card: - :00¢00060000(0002 This is a VAT invoice: - VAT Number.
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Payment Failure

A successful payment will generate a “Payment Unsuccessful” message. This means the attempted payment failed and no money
has been taken from the account. This request will remain “Pending” (on hold) until the payment is made.

Click “Continue” to return to the Contractor Dashboard (main menu).

Recsipt
Unsuccessful

e _

Payment Unsuccesful

Click “Continue” to return to the No Payment has been taken

Payrment Authentication Reason Code: - 0
i Reason Code: - 0
LCRCA Reference: - 000032

Payments that have been unsuccessful will be showing as Pending

Payment Reference

Reference Logged Contact Details Payment Status  Released? Queries

02/02/2023 Jon Halliwell

Re-attempt Payment

If a payment is showing as “Pending”, then it is possible to try to make the payment again.

To do this find the reference number of the request that you have made and click the “View” button “

Payment Status

Reference Logged Contact Payment Status  Released? Queries

0z/oz/2023 Jon Halliwell

The request form will be displayed.

You will have the option to click the Pay Now button. Clicking Pay Now will take you to the Payment Summary page. Follow the
payment screens as previously.
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View My Payments (Transactions)

To view all the transactions both successful and unsuccessful, from the “Home” page click View My Payments.

Reference Logged  Contact Detals Payment Status  Rel ?  Querles

13022025 |3an Hallwell Test Paid Na o o

View My Payments

4 130242025 | 30n Halliwell Test Event Paid | Mo o ’m/'

New Request | View My Payments

Clicking View My Payments will show all the attempted payments. (Payment History).

Payment History

Req Amount Auth Amount Decision Success Ref Num Trans ID Date Time
495,00 0.00 DECLINE False BSS0000000001 6759577013796484104005 09/02/2023 | 034821
49500 0.00 DECLINE False BSS0000000001 6759563262926502004006 09/02/2023 | 035846
49500 0.00 DECLINE False BSS000G0000C! 6759595565506525804004 09/02/2023 | 041915
495.00 Q.00 DECLINE False BSS000000000 E759598141876522504002 09/02/2023 | 042334
495.00 495.00 ACCEPT True BSS000C0000 6762886032646588504008 13/02/2023 m4323
660.00 660.00 ACCEPT True BS50000000004 6762895896276600904005 | 13/02/2023 | TIS9:50

Export Grid @

Data uncontroiled once printed / exported

There is the facility to search the entire payment history.

The options available are: -

e Date Fromand To
e Payment Reference

e Payment Amount
e Payment Status

Click the Search button to run

DateTo: - = — | Enter the required search
Bayment Ref: -
Payment Amaunt:

Payment Status; -
\*
Hide Search

Payment History

Auth Amount Ref NUm Trans ID

p— sooann: Click the Reset button to reset
uuuuu 0.00 DECLINE Falsa B550000000000 ETSA58326 2926502004006 0022023
49500 0.00 DECLINE False BS50000000000 GTHAGAGE55506525804004 =llerirlera) 0415
49500 0.00 DECLINE Falsa BSS00000C00M G7SI5IHI4IETE522904002 0W0R2023 | D42II4
49500 49500 ACCEPT True BSS000000000 = ooz 4323
BED.O0 BE0.00 ACCEPT True BSS0000000004 ETE2RASFIEZIEE00904005 1022023 | MS5950

Export Grid @

Data uncontrolled once printed / exported
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Exporting My Payments

To “Export” the transactions (Payment History) to a file click the “Export Grid” button. The system will download a text file
delimited with a “|” (pipe) character.

Payment History

Req Amount Auth Amount Decision Success Ref Num TransID
49500 0.00 DECLINE False BSSO000000001 G759577013796484104005 09/02/2023 034821
-
. . 0.00 DECLINE False BSS0000000001 G759583262926502004 006 09/02/2023 035846
“ y
Click “Export” grid

15.00 Q.00 DECLINE False BSS0000000001 E759505565506525804004 09/02/2023 041915

495.00 Q.00 DECLINE False BSS0000000001 G759598141876522304002 09/02/2023 042334

495.00 495 ACCEPT True BSSC00CO000CT 67628686032646588504006 13/02/2023 M4323

660.00 660.00 EPT True BSS0000000004 6762B8958936276600904005 13/02/2023 5850

DO

Data uncontroiled once printed / exported

Example My Payment Export File

PaymentID|AuthCode | AuthivsCode |Authorisedimount|Decision|DecisionMessage | PaynentSuccess|ReasonCode |ReferenceNunber |Requestedimount | TransactionID| SignedDate | SignedTime M
181100|U|495.0000|ACCEPT |Request was processed successfully. |True|l00|B330000000001|495,0000|6763873216666084004001]14/02/2023|03:08: 42
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Requesting a Refund

Where required it is possible to request a refund.

From the Contractor Dashboard locate the reference number for the request that requires the refund. Click the View button to

open the request.

Contractor Dashboard

Contractor Name : Test Developer Logged In As: Jon Halliwell
Contractor

Telephone

Jon Halliwell jen halliwell@liverpoclaityregion-<cagovuk D1252E25278

Requests

Reference Logged Contact Details Payment Status  Released? Gueries /' wew
30 02/02/2023 | Jon Hallwell Test Event Paicl He o m/
3 03/012023 | Jon Hallwell Test Event Exermpt Ho o o
32 17/0/2023 Jon Halliwell Test Details Paicl Ne o “
= 17/00/2023 Jon Halliwell Test Event Paidl Ne o m
34 /onzozs Jon Halliwell Testing an emergency Exermpt Ne o m
36 02/02/2023 | Jon Halliwell Test Faicl No o m

New Request | View My Payments

You will be presented with the View Request screen where you will have the option to request a refund for the stop(s).
To request a refund: -
1. Click the request refund button for the stop you want to claim a refund for.

2. Confirm if you are sure you want to request the refund.
3. The refund will have been requested.

View Request Ref: 33 - Payment Complet¢ 1.  Click Request Refund

Queries

There are no queries for this request

Add Query
- Request Refund

Contractor : [Test Developer Contractor J

Show Contractor Details
Stops to be Suspended

Stop Ref. CCUK Stop Number Road Name Cost

5400294 0302 0600 Everton (Liverpool}, Evangelical Church (on Breck Road) 165

Please Confirm...

Are you sure you want to request a refund for
this stop?

2.  Click Yes to conEirm
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The stops “table” will now show a refund has been requested. The stop(s) with a requested refund next to it is denoted with the

icon, shown below. O
Q
Refund Requested — 5 (8]
Stop Ref. CCUK Stop Number Road Name
. . O
S400294 0302 0s00 Everton (Liverpool), Evangelical Church (on Breck Road) 165 oS

Cancel a request.

You have until 24 hours (1 working day) to cancel a request through the system.
Where required it is possible to request a refund.

From the Contractor Dashboard locate the reference number for the request that requires the refund. Click the View button to

open the request.

If any monies are due to be refunded a cancelled request will automatically send request for a refund.

Contractor Dashboard

Contractor Name : Test Developer Logged In As: Jon Halliwell
Contractor
Contacts
Name Email Telephone
Jon Halliwell jenhalliwell@liver poolcityregion-cagov.uk 01253635278

Requests

[— Logged  Contact Details Payment Status  Released?  Queries |y View
30 02/02/2023 | Jon Halliwell Test Event Paid Mo o m/
31 09/01/2023 | Jon Halliwell Test Event Exernpt Me o m
32 T7/01/2023 Jon Halliwell Test Details Paid Mo o m
33 T3/01/2023 Jon Halliwell Test Event Palel No o m
34 n/0Yz023 Jon Halliwell Testing an emergenay Exernpt Mo L] m
36 02/02/2023 | Jon Halliwell Test Paid ho o m

New Request | View My Payments

From the “External Request” form and if you are within the accepted time limit to cancel a request then the Cancel Request button
will be enabled.

[FINTEITEN ‘

Emergency Reguest
Date on which the wiork,
CoMmmences:

Approx tirme work starts on firse | 09

Click Cancel Request af ; E
- Please Confirmi...
~_]

o] Areyou sure you wish to cancel this request?

Click Yes to confirm

Approx time work ends on 13

Traffic Management Plan Included?

Save & Continue Cancel Request ‘ @ @
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Admin User
Add New User

An Admin user can add new users to the account (the account is in the Contractors name). See Register New User

Edit User

A user with “Admin” permissions can Edit a contact. The details that can be amended are

Contact First Name

Contact Last Name

Email Address

Telephone Number

Primary Contact — The current primary user cannot change their own record

Administrator — The current administrator cannot change their own record if they are the primary user.

Delete User — The current primary user cannot delete their own record. A new primary user must be assigned first.

Contacts

Jan Halliwell Jan.halliwell@liverpoolcityregion-ca.gov.iuk

Edit jon test user
Contact Firs] *: ljon
%&Mas".’::‘:*: test user
7 E-Mail Address *: | jon@test.com
\rkphonek;

Primary Contact?: |No v

L\

Administrator?: | No

Delete

Delete User

If you are an admin user and you are not the current primary user, then you will be able to delete a user from the system.

To do this click Delete, you will be prompted to confirm this is the action that you want to take. Click “Yes” to proceed and delete the
user.

Edit Jon Halliwell

Contact First Name *:

— E-Mail Address *: [jonha liweli@liver poolcityregion-ca.gov.uk
Telephone *: | 01253635278

ar Contact? :

o
S
5

Administrator? :
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System Location

The Bus Stops / Shelter Suspensions application can be found at this location. https://bss-co.merseytravel.gov.uk/

Test Card Details

Card Type: - Visa

Card Number: 4444333322221111
Card Expiry: 03/27

CVN: 123

END OF DOCUMENT
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