For Hire Driver: License Application and License Renewal Instructions

Overview

This user guide covers the process steps for submitting an application to obtain a license to become a For Hire Driver and renewing existing For Hire Driver
licenses using the City’s automated process.

License Application
Starting Point: User has created an account (user name and password) in ACA and is logged in.

# Step Screenshots Notes

1 | From the Users ACA home page,

select the “Taxes and Licenses” B | & pocelsAvomations -Secrel X | [3 Accdl Clen A % B v s
tab & C A nttps://cosprmwebtest.spokanecity.org/CitizenAccessTh
D Qo
',/ \l Permit Archive Notify Me Spokane
‘r permit alort sy
B B
Dashboard ~ MyRecords My Account Advanced Search
2 | Select the “Renew License” link Your license should show up

Pending Renewal Renew License under My Licenses. If it does
not, contact Taxes & Licenses
509.625.6070

3 | Verify Address

Select the “Continue
Application” button
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In the “For Hire Driver Details”
section, complete the
information.

For Hire Driver Details

LICENSE INFO
The cost for a For Hire Driver License is §55

* Driver's License Number.

*UBI Number.

* DOB;

Taxi
Lyfe:
Uber
Gl GO Technologies LLC

HopSkipDrive Inc

Payment Option:

12

If you have questions about the
UBI Number, select the “?”
button to open the Help
window.

For Hire Driver Details

LICENSE INFO

The cost for a For Hire Driver License is $55.

*Driver's License Number\

*UBI Number: Help x
Find your UBI number by logging into your
MyDOR account at

*DOB: htps://secure.dor.wa.gov/home/Login or by

using the Business Lookup at

https://secure.dor.wa.gov/gteunauth/_J. You

may also contact the Taxes & Licenses

Jext 0 Department at 509-625-6070.
Lyft: a
Uber: (m]
Gl GO Technologies LLC: (m]
HopskipDrive Inc.: (=] i
Payment Option: * e =
13 | If you are applying to drive for a
“Taxi Company” and do not see
the company available in the
dropdown, please contact the
Taxes and Licenses team at
509.625.6070
14 | Selecting Payment Method:
Taxi Co.: *
“ ” COUGAR TAXI LLC -
If you select the “Check
. Taxi:
Payment Method, you will it =
receive instructions for Uber: =
P . Gl GO Technologies LLC: o
submitting your payment via N =
ema“, Payment Option: * Selecx X
--Select--
You will be able to complete and = 5 Check
K . . Vehicle Information
submit your application, but peba/Crtz o

until your check is received, the

VEHICLE INFORMATION




processing of your application
cannot be finished.

15 | From the “Vehicle Information”
section, select the “Add a
Vehicle” button Vehicle Information
VEHICLE INFORMATION
Showing 0-0 of 0
Year Make Model License Plate Number Tel
No records found
Iy
16 | Complete the information and Complete the “Taxi Cab
select “Submit” Number” field if you will be
driving for a Taxi Company.
This is required whether you
VEHICLE INFORMATION
or the company own the
vehicle.
o You must add all vehicles you
[ suomi | intend to operate.
18 | Select “Continue Application”
20 | Once you attach your document,

you must select the “Type” of
document you uploaded

* Type

--Select--

--Select--
Colon£hoto of Driver

Driver's License




Completing this step will make

21 | Using the “Also Attach To”
dropdown, you can associate “Type: the document available for
each document to your profile. Color Photo of Driver > future license applications
and/or renewals.
File:
donald1.jpg
100% If you do not attach the
Also Attach To document to your profile, the
{ --Select-- S document will not be available
e for future license applications
Associated Contact and/or renewals.
Kris Behr
22 | If you have previously
“attached” a document to your Lpng
profile, you can use the “Select = Aua::[’;
from Account” button to use —select- =
that document here.
Continue Application »
23 | Select “Save” then click

“Continue Application”

1png
100%

Also Attach To
,,Se[ec/ v
Select from Account m Remove All

&

Continue Application »




24 | Review your attached NOTE — Although you can see
document. Step 3: Documents >Required Documents the “Action” drop down
rwame bl Y ave peen
If changes need to be made to disabled.
what you uploaded, you must e Eampemt e ol e T s ¥
use the “Select from Account” or S e size Taveat Gpdane Pt You are only allowed to Add
”Add" buttons tO upload an 1.png Driver's License 21.10KB 05/17/2021 Actionsw additional dOCUment, nOt
.. donald1.jpg Color Photo of Driver 107.81 KB 05/17/2021 Actions w
additional document. change or remove documents
e previously added
25 | Review Page If you need to edit any
information, click on edit
By checking this box, | agree to the above certification. button in the section that
needs updated. Must check
« T box before continuing.
Continue Application » g
26 | Payment Page
27 | Cart

Step 1:Select item to pay

Click on the arrow in front of a row to display additional information. Items can be saved for a future checkout by clicking on the Save for
later link.

PAY NOW

808 W spokane falls BLVD, spokane WA 99201
1 Application(s) | $55.00

»  For Hire Driver License
21TMP-000233

Total due: $55.00

Total amount to be paid: $55.00

Note: There may be additional plan review, mitigation and permit fees which will be assessed at time of plan review approval.




28 | Pay Fees Payment option was selected
Amount to be charged: $55.00 under step 11.
(@)Pay with Credit Card
If you selected check as
% = ayment option, check your
Credit Card Information: znr:/ail ption, y
*Card Type: *Card Number: * Security Code: ’
--Select-- ¥
*Name on Card: * Exp. Date:
01w 2021w
Credit Card Holder Information:
O Auto-filwith o\
Country:
United States v
* Street Address:
*City: * State: *Zip:
--Select--v
*Phone:
E-mail:
30 | Receipt Page You can print and/or review

Step 3:Receipt/Record issuance
Receipt
SN Your request(s) has been successfully submitted.

)
@

Print/View Receipt

T21000641DRV View Receipt

Print/View Receipt

808 W spokane falls BLVD, spokane WA 99201

your receipt from this screen.
You will get an email with a
temporary license once your
application has been approved
by Taxes & Licenses Dept.




