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How-To Guide for:
(TLC UP)
Taxi & Limousine Commission

Upload Portal

NYC.GOV/TLCUP (TLC UP) is a quick, easy and convenient way to complete
application requirements, upload trip records, and view real-time information

about your license.

This guide will provide step-by-step instructions about how to use TLC UP.
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https://a156-nauf.nyc.gov/tlcup/
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Sample TLC License Photo Documents - Driver, Vehicle License types Pg.3
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More TLC UP resources TLC UP User Guides videos that are found on our TLC's YouTube Channel Links:
1. https://www.youtube.com/watch?v=d87YPkRsppU
2. https://www.youtube.com/watch?v=lkUGmrEeuSA

3. https://www.youtube.com/watch?v=J2wsIHhCFfU
If you need help signing in to TLC UP click here Back to Table of Contents
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1. How to sign in to TLC Upload Portal pg.4

Sign in:

1. Go to NYC.GOV/TLCUP Y . MENU —
Taxi & Limousine —

2. Log in using your: Commission

* TLC License number or application number
(more info here)

* Mailing zip code (where your mail is sent) LC Application or License Number
e Last five digits of your Social Security Number or Em-
ployer Identification Number.

TLC Portal

444444

Mailing Zip Code

3. Click on the ‘Sign In" button. 10000

(NOTE: TLC UP is license-based and you will only Last 5 Digits of SSN or EIN
see the information relevant to the license number
that you logged in with. For example, if you log in
with your driver license, you will only see information
relevant to your driver license. If you log in with your
vehicle license, you will only see information relevant
to your vehicle license.)

Continued on next page >>

If you need help signing in to TLC UP click here Back to Table of Contents
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1. How to sign in to TLC Upload Portal (Continued) Pg.5

Verify your email: (This may not be
appliable for all licensees at the time of
sign in.)

A. If this is your first time logging in to TLC
UP, you will be asked to verify your email
address.

B. To verify your email address, type your
email into the text box and click ‘Submit’.
Then, close the application.

C. Shortly after, you will receive a
verification email from the TLC asking you
to verify that email address.

D. Click on the link in the email. (If you are
unable to click the link, copy and paste the
link into your internet browser.)

E. Your email is now verified. Sign back
into TLC Up.

If you need help signing in to TLC UP click here

English « Espariol

Ine to use the features in TLC UP, you must verify your email address.

If the email address shown bc s not correct or no email address is shown, please enter your orrect email address in the

below, and click Submit.

2 Reply E2Reply Al 3 Forward Gi5iIM

il Taxi & Limousine Commission <doNotReply@tlc.nyc.g
TLC UP Email Address Verification

Thank You for visiting TLC UP

In order to access the features of TLC UP, you must verify your email address. This email address, if
different from your previous address, will be written to the license record 444444 that you signed in with_

o continue into TLC UP, please click on the verify email button below.

hitps:ffa156-nauf.nyc.gowTLCUPverify aspx?e=94BBDECF-8CET-40B6-B709-3040138A621F

have questions please email: Licensinglnquiries@ilc. nyc gov.

Back to Table of Contents *



2. How to view general information about your license

1. To view general information
about your license, navigate to the
section titled ‘License Snapshot’
on the main page.

2. Click on the ‘Show More +'
button to expand the section.

3. Navigate the fields to find the
information that is of interest to

you. Depending on your license
type, you will be shown different
fields of information.

(Example fields include: license
status, license expiration date,
drug test schedule, and vehicle
insurance period.)

Pg.6

License Snapshot

Show More +

Name:
Type:
License Number:

License Status: Current

| |
Information and status as of Mar 08, 2027 03:06 PM

Settlement Information Show Less -

License Snapshot

Show Less - I

f Sep 30, 2020 02:44 PM

Name: Last Drug Test Date: 02/02/2020

Type: Drug Test Schedule:

License Number: Year 1 - Must take between: 03/17/2020 and
06/15/2020
Year 2 - Must take between: 03/17/2021 and
06/15/2021
Year 3 - Must take between: 03/17/2022 and
06/15/2022

License Status:
License Expiration Dat
Last License Status:

Last License Print Date drug test.

Go to TLC website for more info: More Info

Reminder: You are required to complete an annual

Last Defensive Driving
Course Date:

Taxi School Course Date:

Wheelchair Accessibility
Course Date:

Continuing Education
Requirement:

Date sent for Fitness
Review:

FRU Interview Scheduled:

Icense Expiration Liate:
Insurance Policy Mumber:
Insurance Period:

Start Date: 08/25/2020

End Date: 3012021

If you need help signing in to TLC UP click here

Back to Table of Contents *



3. How to view suspensions, settlements, and summons pg.7

For Settlements:

1. To view settlements, navigate to the section
called ‘Settlement Information’ on the main License Snapshot R
page.

Settlement Information Show More +

2. Click on the ‘Show More +' button to expand
the section.

Number of Open Settlements: 2

Open Settlements
Amount | Issue Date | Settlerent Numue

=3

i [T

Next Steps

3. If you have open settlements, an overview of :
each settlement will display here. For a detailed -
summary of each settlement and what to do

next, click the ‘More Info’ button on the right.

gRil in your scheduled payment. Refer to your cog

For Suspensions:

1. To view suspension, navigate to the section

called ‘Suspension Information’ on the main License Snapshot S
page' Open Summonses

Amount | Hearing Date | Summon s Numbe:!
2. Click on the ‘Show More +' button to expand Suspension Information Show More +

the section.

Number of Open Suspensions: 3

Number of Suspensions

3. If you have open suspensions, an overview of Cospawme Last Mitos:. 4

each suspension will display here. For a detailed | anssncascss
summary of each suspension and what to do

Next Steps

. . 01/28/2019 Maore Info Please mail in your scheduled payment. Refer to your cop
next, click the ‘More Info’ button on the right. BT ceiasaala

Continued on next page >>
If you need help signing in to TLC UP click here Back to Table of Contents



3. How to view suspensions, settlements, and summons - (Continued) pg.8

For Summons:

1. To view summonses, navigate to the
section called ‘Summons Information’ on the
main page.

2. Click on the ‘Show More +' button to
expand the section.

3. If you have open summonses, an overview
of each summons will display here. For a
detailed summary of each summons and
what to do next, click the ‘More Info’ button
on the right.

Hearing Information

Hearing Date & Time:  12/03/2019 09:30
Hearing Location 3100 47th Ave
I‘lm

3rd Floor
Long Isiand City, NY

L —

If you need help signing in to TLC UP click here

MENU —

Show More +

Settlement Information

Show Mare +

Number of Open Settlementg: 0

Summons Information

Show Less -

Number of Open Summonses: 1

Open Summonses

sommors e
H

Back to Table of Contents *



4. How to view and submit application requirements - Driver, Vehicle Pg.9

How to check requirements -

Driver, Vehicle My Contact Info

. . . MENU —
1. To view what requirements exist for your — - -

new or renewal application, click on the
word ‘"MENU' at the top right of the page
and then click on the word ‘Requirements’.

Requirements

Requirements

2. Navigate to the section called

’Requirements’. Below that section, The fulluwinb items are missing and are required to process your TLC application. For additior
completes n]ulllple listed requirements, check off all that apply. Note that missing requiremeants

you will see one section called ‘Missing
Requirements’ and another called ‘Other To begin, I::hFck the itemi{s) that are included in the document being uploaded.
Requirements’. ‘Missing Requirements’ are Missing Reguirements

requirements that require you to upload
a document. ‘Other Requirements’ do
not require a document to be uploaded,
but instead remind you to do something
(example: take a drug test).

(] Copy of DMV Drive e @ -

("] Defensive Driving Chulse @

[] Medical Clearance

Other Requirements (chnnot be uploaded but must be completed in order to be procesy
3.To see more information about the * Authorized Driver Edudition Training (2]

requirement, click on the blue ‘(?)" next to » Drug test @
the requirement’s name. * Fingerprints needed

Attach a file (no larger than 15mb) containing items checked off above Dy clicking Browse ar J

Continued on next page >>

If you need help signing in to TLC UP click here Back to Table of Contents



4. How to view and submit application requirements - (Continued) pg.10

How to submit application requirements- Driver,
Vehicle

1. To upload documents to satisfy requirements, click
on the word '"MENU’ at the top right of the page and
then click on the word ‘Requirements’.

2. Navigate to the section called ‘Requirements’. If
you have requirement that requires an upload, you
will see a clickable box and the requirements name
under the words ‘Missing Requirement’.

3. To see more information about the requirement,
click on the blue (?)" next to the requirement’s name.

4. To upload a document for the requirement, click
on the box next to the word. Then, click ‘Choose
File’. Depending on your device, you will be given
the option to either upload a file or take a photo with
your device's camera.

5. Finally, click ‘Submit’.
6. To confirm that the document was successfully

uploaded, navigate to the section titled ‘Show
Application Uploads’. The file will appear there.

Continued on next page >>

If you need help signing in to TLC UP click here

My Contact Info

Requirements

Missing Requirements

] Medical Clearance @

[] Copy of DMV Drivers License Q
[ ] Defensive Driving Course Q

» Drug test e
* Fingerprints needed Q

Other Requirements (cannot be uploaded butgust be completed in orden

= Authorized Driver Education Trai

'ﬁch a file (no larger than 15mhb) containing items checked off above by clicki]

Choose File

Mo file chosen I

() st 4

Show Application Uploads

Y
Back to Table of Contents *




4. How to view and submit application requirements - (Continued) Pg.11

How to check the status of application
requirements - Driver, Vehicle

1. To check the status of an uploaded
document, click on the word ‘'MENU’ at
the top right of the page and then click
on the word ‘Requirements’.

2. Navigate to the section called ‘Show
Application Uploads'. In that section,
you will see the documents that you
have uploaded for the application.

3. You will also see the name of the
requirement and a status. Descriptions
for each status are available in the
‘Submission Guide’ section.

1 My Contact Info
MENU — —

Requirements

Show Application Uploads

Delete
Flle‘?

Jan 29, 2021 Capture.JPG
01:36 PM

Pending

Pending

Submission Guide ‘

Flease note that only a docurfent where all requirements are in a pending status can be removed by clicking on the X nes

Your file has bieen reviewed and complies with the marked reguirement

Your file has bken reviewed but does not comply with the marked requirement. The reason for the rejection]
Pending  Your file has ben sent to the TLC and has not been reviewed yet.

Your file has bieen sent to the TLC and is under review.

Compliance fa¥ this requirement is no longer necessary.

This requirem@nt has already been satisfied by other sources.

If you need help signing in to TLC UP click here Back to Table of Contents



5. How to submit a base affirmation - Base

1. To submit a base affirmation, start
by logging in with a base license.

Active Affiliations

2. Once you are in TLC UP, click on
the word '"MENU’ at the top right
of the page and then click on ‘Base
Affirmation’.

Base Affirmation

ase Affirmation

3. Review the language in the ‘Base
Affirmation’ section. If you agree,
enter the vehicle identification (VIN)
and email for the vehicle that you
want to affiliate with your base.

The Base affirmation form is used to confirm that the Base is allowing the listed parties to affiliate to their Base. Once there is a valid Base :
notified via email that they are able to submit fhe new Vehicle application online.

» Base affirmations can only be submitted byfla Base owner, Partner or Officer.
« All affirmations are valid for seven (7) daysfrom the date submitted.

« Only Vehicle Identification Numbers (VIN) that are registered withsthasRMbaanhasiand

__O W;elchairAccessible @ Lease to own O Battery Electric

) o - r =
What is vehicle identification number (VIN)? By submitting this application, you are affirming that the vehicle applicant
. . . . applicant entered into a lease for the use of a licensed for-hire vehicle th:
4. Indicate if the vehicle is I iy
] . . I/ . ) § -
Wh eeICha | r ACCGSS| ble , Lease to ’ Whatis the:vehicls owner's-email address? I What is the vehicle owner’s TLC driver license number?

Own’, or ‘Battery Electric. Some n | | | |
e . What is the vehicle owner’s TLC vehicle license number?
additional questions may appear /

. Wheelchair Accessible O Lease to Own O Battery EIectricI | I
based on your selection.

st | @ ==

5. Finally, click ‘Submit’. Once

the affirmation is complete, the
vehicle owner will receive an email
notification and the affirmation will
be reflected in the section titled
‘Submission History’.

If you need help signing in to TLC UP click here Back to Table of Contents



6. How to submit trip records - Base

1. To submit trip records for your

base, start by logging in with a Base Affirmation
base license. 2 .

MENU — — Trip Records
2. Once you are in TLC UP, click !

on the word ‘"MENU’ at the top
right of the page and then click
on ‘Trip Records’.

: Taxi & Limousine
3. Click on the start and end date ot
fields and use the calendar to :
. . Trip Records
indicate when you are submitting
the tri p records fOI’ 3 upload your trip records, pleass select the sart dafe, end date and attach vour trip records file in .csy, .zl or .xlsx format.
Start Date:

4. Click on ‘Choose File’ and — | |
. na Date:
select the file that you want to

upload. Files can be of “.CSV”, —
" XLS", ".XLSX" type formats.

5. Finally, click ‘Submit’. Once
the document is uploaded, the Submission History
‘Submission History” section will ———

update.

As of Jun 01, 2020 03:05 PM

If you need help signing in to TLC UP click here Back to Table of Contents



1. To submit plate notifications for
a vehicle, start by logging in with a
base or vehicle license.

2. Once you are in TLC UP, click on
the word '"MENU’ at the top right
of the page and then click on ‘Plate
Notification’.

3. Review the language. If you agree,
enter the application number or
license number for the vehicle, the
last six digits of the vehicle's vehicle
identification number (VIN), the plate
number, and the plate’s state.

4. Finally, click ‘Submit’.

5. If you are a base submitting the
plate notification for a vehicle, you
will see your submission history in the
‘Submission History”’ section.

If you need help signing in to TLC UP click here

iy My Contact Info
2 !

MENU — | _ ! Plate Notification

Plate Notification

The plate notification can be submfited by the vehicle owner or affiliated Base.
A plate notification must be submitfed to the TLC before a TLC vehicle inspection can be scheduled.
The plate information submitted mist match the information with the Department of Motor Vehicles (DMV).

If you have submitted your vehicle application to the TLC, you are affiliated to a Street Hail Livery (SHL) Per|
that you have received your licensd plates. You will receive a Hack Up letter in the mail. Bring your vehicle with
completed there.

TLC Application or License Numbes:

Last 6 of VIN:

Plate Number:

Back to Table of Contents *



How to view a list of affiliated vehicles
and SHL permits statuses- Base

1. To view vehicles and street hail livery
permits that are affiliated with your base,
start by logging in with your base license.

2. Once you are in TLC UP, click on the
word ‘MENU’ at the top right of the page
and then click on ‘Active Affiliations'.

3. You will be shown a table of all vehicles
that are affiliated with your base. To see
all street hail liveries, tap on the word
‘SHL' in the toggle.

4. To filter the results, go to the search by
the words ‘Search by Application / License
/ Permit #' and type in the application,
license or permit number that you are
looking for.

5. To sort the results, click on the black
arrows in the table header.

6. To download the results as a “.CSV' file,
click on the ‘Export’ option.

Continued on next page >>

If you need help signing in to TLC UP click here

Plate Notification

Active Affiliations

Active Affiliations

Search by Application / License / Permit # ‘

License/ License Expiration VIN # Plate # Affiliated Wheelchair Latest TLC H
Application # Status Date Permit # Accessible Inspection

Current 12/31/2017 Tester,, | TEST9876543210000 TTTTTTTT
Test
09/30/2020 Test

No Current 12345678927890557 TEST1333 Yes

Plate # Affiliated Whee..r Latest TLC Inspection "
Permit # Accessik le ‘ Inspection Result
No

TTTTTTTT Approved

Back to Table of Contents *



How to view a list of active affiliated
medallion statuses- Agent

1. To view medallions that are managed
by you, start by logging in with your
agent license.

2. Once you are in TLC UP, click on
the word "MENU’ at the top right of
the page and then click on ‘Active
Affiliations'.

3. You will be shown a table of all
medallions that you are managing.

4. To filter the results, go to the search
by the words ‘Search by Application

/ License / Permit # and type in the
medallion that you are looking for.

5. To sort the results, click on the black
arrows in the table header.

6. To download the results as a “.CSV’
file, click on the ‘Export’ option.

If you need help signing in to TLC UP click here

Plate Notification

Active Affiliations

Taxi & Limousine
Commission

Active Affiliations

formation as of Feb 18, 2020 10:40 AM

I Search by Application / License / Permit #

Latest TLC
Inspect on

License
Status

Expiration

Medallion #
Date

Suspended | 0573172017 1118219

Next Vehicle's W,
Requirement {Only appii 5
to U}

Your Next New Or Used
Vehicle Meeds To Be AWAV.

Vehicle
Type

Medallion
Type

Plate #

aE Mot Applicable | Unrestricted

Back to Table of Contents *



How to view accessibility requirements-
Medallion

1. To view the accessibility requirement
information for your medallion, start by
logging in with your medallion license.

2. Once you are in TLC UP, navigate to the
‘License Snapshot’ section on the main page.

3. Click on the ‘Show More +' button to
expand the section.

4. Navigate to the field called ‘Next Vehicle
WAV Requirement’. If your medallion is

independent unrestricted, this field will tell
you your accessibility requirements.

Continued on next page >>

If you need help signing in to TLC UP click here

cicense Snapshot

lofarmatinn and ctatiic e ~f Ao ﬁm;oa PM

Name:

Type:

License Number:

Next Vehicle WAV Requirement:

Any new or used vehicle hack ups between 10102017
and 10/10/2021 need to be WAV. The next new or used
vehicle hack up after 10/10/2021 does not need to be a
WAV

Back to Table of Contents *



How to view accessibility requirements-
Agents

1. To view the accessibility requirements for the
medallions that are managed by you, start by
logging in with your agent license.

2. Once you are in TLC UP, click on the word
'MENU’ at the top right of the page and then
click on "Active Affiliations'.

3. You will be shown a table of all medallions that
you are managing.

4. To view the accessibility requirement, look at
the rightmost column in the table. This includes
the accessibility requirement information for
independent unrestricted medallions.

5. To filter the results, go to the search by the
words ‘Search by Application / License / Permit
#' and type in the medallion that you are looking
for.

6. To sort the results, click on the black arrows in
the table header.

7. To download the results as a “.CSV’ file, click
on the ‘Export’ option.

If you need help signing in to TLC UP click here

1 1IALVC IYUVLUITvaAluvi il

Active Affiliations

Show | ess -

Search by Application / License / Permit #

Latest TLC
Inspection

Jdcense Expiration

Medallion # Status Date

guspended | 05/31/2017 111872019

Next Vehicle's WAV
Requirement (Only applies
to IU)

Your Mext Mew Or Used
Vehicle Meeds To Be A WAV,

Wheelc air Vehicle Medallion
Access ble Type Type

Unrestricted

Mot Applicable

Ma Mot Applicable | Unrestricted

Back to Table of Contents *
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