
18/04/2024  

Customer Guide - Nomination Process  
  

From the DVA Online homepage all customers will have the ability to apply for and 
manage a range of licence types – Taxi Operator, Taxi Vehicle, Bus Operator, Bus 
Vehicle and their Taxi Driver licence.    
  
To manage your licences, you will need to complete a “Linking” process, which allows 
you to attach your licences to your DVA Online account.  You will need to login to your 
nidirect account using the login details already created.  
 

 
 
 
 
 
 
 
 

https://dvaonline.nidirect.gov.uk/Customer
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Once the login has been completed, the DVA Online home page will be displayed. (See 
below)   The DVA Online home page will allow you to apply for all licence types, by 
selecting the related link:  
 

 
 
 

The system will then lead you through the application process.   
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For anyone who holds an existing licence which has been linked, there are a number 
of drop down menu options available on the blue nidirect banner.

From these options you will be able to track all messages to and from DVA, view or 
manage your applications from requests, view or manage your licence(s) and view or 
manage your personal preferences from your user login menu.   

Who can nominate? 

The initial person (usually the sole trader, lead partner, or a director) who logs in to the 
DVA Online service, and links the relevant licence(s), will become the primary nominee 
for the organisation. The primary nominee can then set up further nominees - 
stakeholder(s) (named persons on the licence) or non-stakeholder(s) (staff) - who have 
a verified nidirect account to work on behalf of their organisation. They will be able to 
access the DVA Online service via the nidirect login page, using their own nidirect 
account details.  

 Select the organisation 

For the primary nominee who has an existing licence, already linked to their DVA Online 
account there are a number of drop down menu options available on the blue nidirect 
banner.  

To add a nominee you will need to select which “business” you wish to add them to, 
these can be found within “Organisations”. Organisation can be viewed under your 
personal tab (i.e. where user ID is displayed) - from here select Organisations  

https://www.infrastructure-ni.gov.uk/sites/default/files/publications/infrastructure/customer-guide-linking-licences.pdf
https://www.infrastructure-ni.gov.uk/sites/default/files/publications/infrastructure/customer-guide-linking-licences.pdf
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A list of organisations for which you are the primary nominee will be displayed.  
  

 
 

In order to switch to this organisation, select the “Act as organisation” on the organisation 
table and the system will automatically switch over to the organisation. (See green box 
conformation below)  

  
 

Once you have started acting for the organisation, you will be able to add as many 
nominees to the organisation as required.  
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Add Nominee  
  

From the user ID (which now shows the organisation you are acting on behalf of) drop 
down menu on the blue nidirect banner, select the “Nominated representatives”.  

 

 
 

On this screen there are two functions available (blue buttons):  
  

• Add a Stakeholder as a nominee or Add a non-stakeholder as a nominee  
  
A stakeholder relates to any person named on the application – for partnership this will 
be all partners included on the application and for companies this will be all directors or 
company secretaries included on the application. For bus operators this includes the 
transport manager.  
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The Add stakeholder option will allow you to select from the list of stakeholder currently 
attached to the organisations licence (all of whom must have a verified nidirect 
account).  

 

  
You will also be able to allow the selected person to manage preferences and nominees 
(if required). If this check box is selected, the person will have the permissions to 
manage the nominee process as well as setting the notification preferences i.e. set the 
method by which the organisations receives notification (e-mail or text).  
  
Input the details and select “Submit”.  

 

  
 This person will then be included in the organisations nominee list and can login via their 
own nidirect account and start “acting on behalf” of the organisation to manage the 
licence.  
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The “add a non-stakeholder” option can be used to allow you to add, for example, office 
staff to the organisation, so as they can complete the day to day management of the 
licence. (Any nonstakeholder must have their own verified nidirect account).  
  
Select add a non-stakeholder option.    
 

 
  
Enter the e-mail address for their nidirect account and set the manage preference & 
nominees option (if required) – then select “Submit”  
  
A code will be generated, which you will need to pass to the new nominee in order for 
them to confirm their nomination.  
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The code will also be displayed within your Nominated Representatives setting, against 
that person, as a reminder.  
 
For the “non-stakeholder” to complete the nomination process they need to login to their 
nidirect account and confirm the nomination by entering the code supplied to them.  
  
They can either click the link in the email that will have been sent to their nidirect email 
address or complete the process by logging into their nidirect account and selecting 
“Organisations”.  
 

  
 

  
 
 
 
 
 
 

On the organisation screen select “Confirm nomination” against the organisation name.  
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Enter the code and select “Submit”.  
 

 
 

The status will update to “Confirmed nominee” and the person will now be able to “Act 
as organisation”.  
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