
A guide to using the online licensing account on a smart phone 
 

• This guide is for someone making a new application when they have an account 
already.  

• For guidance on creating an account please see Taxi and Private Hire online 
portal | Epsom and Ewell Borough Council 

• Do not apply for a new licence if your want to renew your existing licence – doing 
so may cause delays to the grant of your application. If you are renewing a 
licence you will have been e-mailed a link to apply - using this link will take you 
straight to the application (once you have logged in). 
 
 
 

1. Log in to account using this link 

https://licensing.epsom-ewell.gov.uk/online-application/ 

 

  

https://epsom-ewell.gov.uk/taxi-and-private-hire-online-portal
https://epsom-ewell.gov.uk/taxi-and-private-hire-online-portal
https://licensing.epsom-ewell.gov.uk/online-application/


2. Tap the licence type you are applying for: 

 

 

  



3. Select the ‘Login’ tab 

 

‘Username’ is your e-mail address 

If you do not know your Password, please tap on ‘Forgot Password’. You will be sent 
an e-mail, click on the link to reset your password. Once you have set a new 
password, login as above. 

  



4. If you have started an application it will take you to a screen where you have 
the option of resuming that application or starting a new one. Select ‘resume 
existing application’. 
 
If you do NOT want to apply for that type of licence, and instead want to 
review your account, tap ‘My Account’ to take you to the homepage of your 
account. 
 

 

  



5. Select what section of your account you want to view  

Below where it says ‘My Account’ it will say ‘Payments’, ‘Applications’ or ‘Licences’ 
etc.  

Tapping on the word just below ‘My Account’ will open the list of sections: 

 

• Select ‘Applications’ to review a current application. You cannot apply for a 
new licence from ‘my Account’  - to apply for a new licence please return rto 
step 1. Above. 

• If you have been granted a licence, select ‘Licences’ to view your current 
licences 

• Select ‘Payments’ to view any payment you have made, or pay for any 
application submitted 

• ‘Tasks’ will only appear if an officer has requested you upload further 
information 

• ‘Documents’ will show any documents you have needed to upload after your 
licence was granted (e.g. a vehicle MOT, or an updated insurance policy), and 
allow you to upload new documents when the time comes. 

 

  



6. Each section has more options you can open by pressing the word with the 
‘+’ symbol after it 

 

E.g. In the ‘applications’ section, you can press the screen where is says  ‘   
Payment due   +’  to see other areas of the ‘applications’ section. 

 

 

 

E.g. clicking on ‘   Payment due   +’ will provide the following areas: 

 



 

 


