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Register Details  
 

Register New Contractor 
 

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

 

 

 

 

 

 

 

 

 

Contractor Registration Form 

 

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

 

• Contractor Name 

• Contractor Address  

• Bank Account Name 

• Bank Account Number 

• Bank Account Sort Code 

• Contact First Name  

• Contact Last Name  

• Contact Email Address 

• Contact Telephone Number 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

  

Click Register to register a new 

contractor 

Complete the Contractor 

Registration Form with the 

details requested. 

(Mandatory Fields are 

denoted with *). 

Click Register to create a new 

account (Contractor). 
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New Contact Registration Email 

 
 

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.  
 

 

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: - 

 

• Contact First Name  

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

• Contact Email Address 

• Contact Telephone Number 

• Select whether they are a Primary User (There can be only one). 

• Select whether they are a and Admin User 

 

On completion (Clicking Save) a New Contact Registration email will be sent to the new user.  

Example New Contact 

Registration email 

Click Add Contact 

Complete the Add New Contact 

Form with the details requested. 

(Mandatory Fields are denoted 

with *). 

Click Save 
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Contractor Login 
 

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. 

 

 

 

 

 

 

 

 

 

 

 

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

Reset Password 
 

To reset your password: - 
 

1. Enter your email address – it should be prepopulated 

2. Enter a new password 

3. Re-enter the new password  

4. Click Change Password 

 
 

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

  

Login using your email address and 

password. 

1.Enter e-mail address 

3. Enter password 

2.Click “Login”. 

1.Enter e-mail address 

2. Enter new password 

3. Repeat new password 

4. Click Change Password 

Password reset notification email  
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Contractor Dashboard. 

 

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 Dashboard – no historical requests 

 

For first time logins or if the user account has made no requests for bus stop suspensions.  

 

 
 

Contractor Dashboard – Standard User 

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. 

  

A standard user (non admin) 

will see the add contact button 

is ‘greyed’ out! 
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New Request Form 
 

From the Contractor Dashboard click the “New Request” button 

 

 

 

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

 
 

  

Click “New Request” to add 

a new Bus Stop Suspension 

request. 

New External Request form 
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New Request Form - Add Bus Stop  
 

To add a bus stop (for temporary suspension) there are multiple options available, these are: - 

 

• Choose from map 

• Enter a stop reference 

• Enter the Latitude and Longitude 

• Search by road name 

 

Setting the radius  

The number of results (when searching for a bus stop) is determined by the radius. The default radius is 500 meters. This can be 

adjusted from anything between 100 and 2000 meters using the slider. 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 to Check slider 

Results from 100(m) radius 

search 

Results from 500(m) radius 

search 

“Drag” the slider to the 

preferred value between 

100 – 2000m 
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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”). 

 

 
 

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.  

 

 
 

 

 

 

  

2. Hover over the region 

on the map. 

1. Click the “exploded” 

region to view google 

map view. 

4. Google map 

representation of 

the selected area. 

5. Navigate around the 

google map. 

Zoom in and out using the 

google map zoom (+ and -) 

options. 

3. Click on the map at the 

required location. 
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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. 

 

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. 

 

 
 

 

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 .   

Bus stops in the area denoted 

by the grey pointer  
Select the relevant bus stop by 
clicking on the relevant grey 
pointer. 

1. Enter the Stop Reference 

2. Click Generate Map. 

Selected 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. 

 

 

 
 
 
 
 
 
 
 
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. 

 
 

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  

 

 

 

  

1. Enter the Latitude 

2. Enter the Longitude 
3. Click Generate Map. 

Locate the Bus Stop and 

click the Grey Icon  to 
select it. 

Selected Stop 

. 
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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.  

 

  
 

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

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 (“+”, “–“). 

 

 
 

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 
Click the down arrow to view all 
results 

Zoom in  

Zoom out  
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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 , to select the stop.  
 

 
 

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 .   

 

  

Locate the area on the road that 
best suits your criteria.  

To select a new location “Left-
Click” on the name.  

Selected Stop 

. 
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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. 

 

 
 

 

 

 

 

  

Example of a second added bus 

stop. 

Selected stop 

 

Table of selected 

stops 

Selected stops 

 

Click Add Another Bus Stop to 

repeat the process Add Bus Stop  

Click a grey icon  to 

select another stop 
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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.  
 

 
 

 

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.  

 

 
  

Complete the Client details. 
*The client is the company 
undertaking the work.  

Complete the details of the 
work or event (the reason for 
the suspension) 

Complete the highway 
authority permit number. 

Complete date and time the 
works are expected to start. Complete date and time the works are 

expected to be completed. 

Traffic Management Plan Included? 
– See Traffic Management Plan. 

Save & Continue 
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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: - 

 

• Click Choose File (this must be a PDF) 

• Click Upload 

 

 

 

 

 

 

 

 

 

 

 

 

 

• The document should appear in the table shown. 

 

 

 

 

 

 

 

 

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 

  

Click “Delete” to remove the 

document and if required repeat 

the upload process. 

Table showing the uploaded 

Traffic Management Plan 

Click Choose File and navigate to 

the traffic management plan you 

want to upload. 

When the file chosen is showing in 

the panel, click Upload 

Click “Upload” 

Change the dropdown value to 

“Yes” 
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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.  

 
  

Click here to make 
the payment. 
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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.  

 
 

The request screen will open, select 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.  

 

 
  

Click “View” to navigate to the 

request. 

Click “Add Query” to open the 

Query page. 

Type your query into the text box 

provided. 

Click “Submit” button to add your 

query. 
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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.  
 

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

 
 
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.  

 
 

 
 

  

Click “View” to navigate to the 

request. 

Query Count (per request). 

Locate the query you want to 

reply to. 

Click “Reply” to reply to the 

query. 

Type your reply in the text box 

provided. 

Click “Submit” button to add your 

reply.. 
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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. 
 

 

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. 
 
 

 

  

IF you have any unread messages 

then you will be alerted here. 
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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. 

 
 

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: - 

• Card Type 

o Visa 

o Mastercard 

o Maestro  

• Long card number  

• Card Expiry Date (Month & Year) 

• CVN (The 3 numbers usually found on the signature strip on the back of the card) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

Select the correct 

card 

Enter the card 

number 

Enter Expiration Month 

(from the card) 

Enter Expiration Year 

(from the card) 

Enter CVN 
Click the Next button 

(when completed) 
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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. 

 

 
 

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). 

 

 
 

 

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

 

 
 

Example Receipt  

  

Click the Pay button to make the 

payment 

Successful payment 

receipt 

Click “Continue” to return to the 

Contractor Dashboard – (main 

menu) 

Payment Reference 

30 has been paid 
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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). 

 

 
 

Payments that have been unsuccessful will be showing as Pending  

 

 
 

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 
 

 
 
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. 

 

 

 
 

 

 

  

Unsuccessful 

payment receipt 

Click “Continue” to return to the 

Contractor Dashboard – (main 

menu) 

Payment Reference 

4 has not been paid 

Payment Status  

Pending 

Click View 

Click Pay Now 
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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. 
 

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

 
 
There is the facility to search the entire payment history. 
 
The options available are: -  
 

• Date From and To 

• Payment Reference 

• Payment Amount 

• Payment Status 
 

 
  

Enter the required search 

criteria 

Click the Search button to run 

the required search. 

Click the Reset button to reset 

the search criteria 
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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.  
 

 
 

Example My Payment Export File 
 

 
 
  

Click “Export” grid 
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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. 

 

 
 

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. 

 

 
 

 

 

 

 

1. Click Request Refund 

2. Click Yes to confirm 
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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.  

 

 

 

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. 
 

 
 
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. 

 

  

Refund Requested 

Click Cancel Request 

Click Yes to confirm 
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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.  
 

 
 

 
 

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. 

 
 

  

Click “Edit” button to enter 

the Edit User screen. 

Change the relevant details  

Click “Save” to make any 

changes 

Click “Delete” 

Click “Yes” to confirm 
and delete the user! 
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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 

https://bss-co.merseytravel.gov.uk/

