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Introduction

Background

The Department of Transport (DoT) administers co-payments for TUSS journeys where a passenger
uses a wheelchair. To support co-payment validation, relevant ODBSs must submit a copy of their
booking records to DoT via their DoTDirect account.

Co-payments are an incentive payment to wheelchair accessible vehicle (WAV) taxi drivers who are
affiliated with:

e DoT’s dedicated WAV on-demand booking service (ODBS) in the Perth metropolitan area
(Black & White Cabs); or

o other relevant regional ODBS.

Co-payments aim to compensate drivers for the additional time, effort and training required to safely
assist passengers with wheelchairs into the taxi using a wheelchair lift.

What data needs to be submitted?

The data required to validate co-payments is a subset of the records all ODBSs are required to keep.
ODBSs will receive an email naotification when their data is due.

For each journey undertaken during the time period specified in the email, ODBSs will need to provide
the following records:

e aunigue journey identification number;

¢ the date and time at which the booking was taken or facilitated;

¢ the date and times the journey began and ended;

¢ the locations where the journey began and ended;

o the driver’s relevant passenger transport driver authorisation number;

e the vehicle licence number or interstate vehicle licence number of the vehicle; and

e the number of passengers carried while seated in a wheelchair.

Note: The screenshots provided in this document are examples only and may not reflect the current
system. If you have any questions about these processes, please email On-demand Transport at
ondemandtransport@transport.wa.gov.au.



mailto:ondemandtransport@transport.wa.gov.au
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How to submit co-payment data

DoTDirect online account

1. From your web browser, navigate to DoTDirect:
www.transport.wa.gov.au/DoTDirect

You can also find this via the Department of Transport WA website:
https://www.transport.wa.gov.au/

2. Click the “Login” button.

» Skip to main content

Jes, Government of Western Australia
Department of Transport

(=

ccesile / Comac s u

*» Go to whole of WA Government Search

Dol Direct

MyTools  Feedback  Online account (# Register

Get clever about the way you

i do business

Businesses can save time by completing a range
of transactions online with DoTDirect.

Sign your business up today

3. Enter your username and password.
4. Click “Login”.

_, =]
- _ e ol g Accessibility / Contact us R A
DolDirect = EIE

JEy  Govemment of Western Australia
Department of Transport

Login

Username: ‘< > Don't have an account?
a Register for DoTDirect and manage your licences online.
Password: © @ + Access quick and secure payment options
ForEatp ? v Update your contact details
@ v Transfer a vehicle
v Purchase an auxiliary plate

DoTDirect online accounts are available for both individuals and businesses. Find out
more.
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5. The overview of your DoTDirect account profile will display.

FINE CUT FURNITURE PTY LTD JAAPS ASSOCIATE PTY LTD

=)

Accesibity / Contactus u

Representing FINE CUT FURNITURE PTY LTD

™= ®

_&jiwmww Dol Direct

Overview

Profile My Work Details On-demand Transport Vehicles Tools Help

Logout

Overview - FINE CUT FURNITURE PTY LTD

Il Motor car ticence expiry
Il Booking service authorisation expiry

Booking service levy return request
Il PTV authorisation expiry

&
4
2
an a A N ~ a N an N £ g 1% 1 1% 1% v g o v g ) %) V) ") o
B I T U U LR L SN N .G L L g S S
& AT 2 & & & A& L& & M - S A VR M. AY & L M M £
R A R R A T R R A
All events
When Date Event
1 month ago 9/9/2021 & Toyota TAXI2543 expired on 9/9/2021
1 month ago 13/9/2021 % Toyota TAXIO85 expired on 13/9/2021
1 month ago 19/9/2021 % Toyota TAXI409 expired on 19/9/2021
1 month ago 19/9/2021 @ Toyota TAXI1248 expired on 19/9/2021
29 days ago 30/9/2021 ﬁ The on-demand passenger transport levy return is due for lodgement. Lodge return

(1-50f16) 234 e

To-do list
When Date To-do Action
Overdue! 10/9/2021 B The licence renewal account for Toyota TAXI2543 is available for payment. =+

Add to trolley

Note: If the ODBS account profile is not available in your DoTDirect account, the primary delegate of
the DoTDirect account must first add you to the ODBS account.
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Co-payment data submissions

1. Once the account profile has opened, select the “On-demand Transport” menu and click “Journey
Data Submissions” from the drop-down menu.

Accessiblity / Contact us u
Govemment of Western Australia H
Degariment of Transport o Ire‘
Representing FINE CUT FURNITURE PTY LTD

Overview Profile My Work Details On-demand Transport Vehicles Tools Help ™o W Logout

Overview - FINE CUT FURNI

Event timeline
On-demand Passenger Transport Levy

journey Data Submissions

Passenger Transport Vehicles

Notifiable Occurrence Reports

Driver and Vehicle Industry Dashboard

2. The Journey data submissions page opens, which will show any recent or outstanding data
submission requests and journey data submission history.

Click on the upload button for the period you want to provide data for in the ‘Action’ column to
upload your journey data.

FINE CUT FURNITURE PTY LTD JAAPS ASSOCIATE PTY LTD

Accessibility / Contact us m

Representing FINE CUT FURNITURE PTY LTD

S Govermnment of Western Australia H
Fa s Dol Direct

Overview Profile My Work Details On-demand Transport Vehicles Tools Help ™o B Logout

JOUrney data submissions The information provided is only current as at 28/10/2021 02:59 PM

As an authorised On-demand Booking Service (ODBS) you have been requested, by written notice, to submit individual journey details for all on-demand passenger transport bookings completed during
the relevant submission period.

Below are your current and outstanding journey data submission requests and details of previous data submissions lodged
Penalties may apply for non-lodgement of journey data upon request.

Outstanding data submission requests

Booking service

e bl Request number Issue date Submissiudna;::riod start Submissi;;;eriod end Due date Action
1000105 10641 13/09/2021 07:00 06/09/2021 12/09/2021 19/09/2021
1000105 10647 20/09/2021 07:00 13/09/2021 19/09/2021 26/09/2021
1000105 10653 27/09/2021 07:00 20/09/2021 26/09/2021 03/10/2021 A i ]
1000105 10660 04/10/2021 07:00 27/09/2021 03/10/2021 10/10/2021 0

Journey data submission history

Booking
N R Submission Submission N
service Submission R . Submitted on . Number of Number of .
L period start period end Submitted by Status Action Replace data
authorisation number N d records errors
date date
number
15/10/2021
1000105 10082 06/09/2021 12/09/2021 R 5 10 Reiected View error file
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3. On the Upload journey data screen, you have the option to:
a. Select a file to upload; or

b. Select that no journeys were conducted during the period nominated.

FINE CUT FURNITURE PTY LTD JAAPS ASSOCIATE PTY LTD

=

Accessibity/ Contact us

Representing FINE CUT FURNITURE PTY LTD

Jaj sz | DOT Direct

Overview Profile My Work Details On-demand Transport Vehicles Tools Help ™o %W Logout

U p Ioad JO u rney data The information provided is only current as at 28/10/2021 3:18 PM

To submit your journey data for the relevant period, please upload a .csv file that matches the fields and format depicted in the sample document provided here. Your file must be in the
correct format for successful g glidation.

Please provide journggdata for the period 06/09MQ21 - 12/09/2021:

Select a file to uplo{d: Select a file to upload

Upload file here Browse EI

X Cancel

ourneys were conducted during this period.

4. Select browse to upload the file. The file name cannot be longer than 50 characters. Confirm that
your file is correct and click ‘Save’ to continue.

NOTE: The uploaded .csv file must meet specific file format requirements. Details of the file format
and an example .csv file are provided on the DoT website.

FINE CUT FURNITURE PTY LTD JAAPS ASSOCIATE PTY LTD

=)

Accessibilty  Contact us m

Representing FINE CUT FURNITURE PTY LTD

‘Egi_ Goverment o Wester Australa DoTireCt

Overview Profile My Work Details On-demand Transport Vehicles Tools Help ™o " Logout

U p |Oad jou rn ey data The information provided is only current as at 28/10/2021 3:18 PM

To submit your journey data for the relevant period, please upload a .csv file that matches the fields and format depicted in the sample document provided here. Your file must be in the
correct format for successful upload and validation.

Please provide journey data for the period 06/09/2021 - 12/09/2021:

Select a file to upload: Select a file to upload

UAT Test data 5 journeys - new file 1.csv Browse

OR

No journeys were conducted during this period.


https://www.transport.wa.gov.au/On-demandTransport/transporting-people-with-disability.asp
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5. A confirmation box will appear. To proceed click ‘Continue’. Otherwise, press ‘Cancel’.

Please confirm your data submission for the period specified:

You are about to upload journey data for submission period
06/09/2021 - 12/09/2021.

On confirmation, this file will be validated and processed. If there are
any errors found in the file, you will be notified via email.

If you would like to proceed then press Continue.
Otherwise, press Cancel.

6. Depending on the size of the file, it may take some time for the system to upload.

DoTDirect will return to the Journey data submission page, with the file appearing in the Journey
data submission history. Depending on the size of the file, the status column may show the status
of the file as ‘Validating’ until processing has completed.

7. Once complete, the status will show as either Rejected or Completed.

8. The ODBS will also be sent an email if the journey data submission was rejected. You do not need
to wait for the file to be validated.

Overview Profile My Work Details On-demand Transport Vehicles Tools Help

™o = Logout

P The information provided is only current as at 28/10/2021 03:23 PM
Journey data submissions

As an authorised On-demand Booking Service (ODBS) you have been requested, by written notice, to submit individual journey details for all on-demand passenger transport bookings completed during
the relevant submission period.

Below are your current and outstanding journey data submission requests and details of previous data submissions lodged.

Penalties may apply for non-lodgement of journey data upon request.

QOutstanding data submission requests

Booking service Submission period start  Submission period end

ey Request number Issue date e e Due date Action
1000105 10647 20/09/2021 07:00 13/09/2021 19/09/2021 26/09/2021 F i ]
1000105 10653 27/09/2021 07:00 20/09/2021 26/09/2021 03/10/2021 L0
1000105 10660 04/10/2021 07:00 27/09/2021 03/10/2021 10/10/2021 20

Journey data submission history

Booking

service Submission Sub.mlssmn Suhrmssuon Submitted on R Number of Number of R
L period start period end Submitted by Status Action Replace data
authorisation number - records errors
date < date
number
/10/ 1
1000105 10083 06/09/2021 12/09/2021 ?222 202 5 10 Rejected View error file
1
1000105 10082 06/09/2021 12/09/2021 BZZQON 5 10 Rejected View error file
15/10/2021
1000105 10081 06/09/2021 12/09/2021 15:17 5 1 Rejected View error file
15/10/2021
1000105 10080 13/09/2021 19/09/2021 15:09 5 1 Rejected View error file
15/10/2021
1000105 10079 06/09/2021 12/09/2021 ‘\i'SS 5 1 Rejected View error file
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Problem solving a rejected submission

Rejected status of co-payment data files

1. If your TUSS co-payment data upload is rejected, you will be sent an email advising this. You will
then need to go back into your DoTDirect account and resolve the issue/s.

g
=@1 Department of Transport

Dol Direct

Dear On-demand Booking Service Authorisation Holder / Responsible Officer,

Your on-demand booking service 1006807 recently submitted a journey data file for the period
010772021 - 31/07/2021, in accordance with the Transport (Road Passenger Services) Regulations
2020.

An error(s) in the data file has been detected and it is therefore unable to be validated.

Please log in to the Journey Submission page in your ODBS DoTDirect account te view the error file
document, and then to lodge a replacement journey submission file.

A validated journey data file must be received by the 31/08/2021.

This is an automatic email, please do not reply.

If you have any guestions, please contact the Department of Transport, On-demand Transport on
free call 1300 660 147 during business hours, between 8:00am and 5:00pm, Monday to Friday or
email: ecndemandiransperi@transport.wa.gov.au.

2. Find the submission that was rejected and locate the error file in the ‘Action’ column.

Overview Profile My Work Details On-demand Transport Vehicles Tools Help ™) W Logout

JOU rney data su bmiSSionS The information provided is only current as at 28/10/2021 03:23 PM

As an authorised On-demand Booking Service (ODBS) you have been requested, by written notice, to submit individual journey details for all on-demand passenger transport bookings completed during
the relevant submission period.

Below are your current and outstanding journey data submission requests and details of previous data submissions lodged.

Penalties may apply for non-lodgement of journey data upon request.

Outstanding data submission requests

Booking service Submission period start  Submission period end .
P Request number Issue date Due date Action
authorisation number date date
1000105 10647 20/09/2021 07:00 13/09/2021 19/09/2021 26/09/2021 0
1000105 10653 27/09/2021 07:00 20/09/2021 26/09/2021 03/10/2021 L0
1000105 10660 04/10/2021 07:00 27/09/2021 03/10/2021 10/10/2021 0
Journey data submission history
Beok]ng L Submission Submission .
service Submission N . Submitted on . Number of Number of .
L period start period end Submitted by Status Action Replace data
authorisation number - records errors
date date
number
/107, 1
1000105 10083 06/09/2021 12/09/2021 3:22 202 5 10 Rejected @
15/10/2021 " .
1000105 10082 06/09/2021 12/09/2021 1596 5 10 Rejected View error file
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Click on ‘View error file’ to download the error file.

Your computer will download the file. Locate the file on your computer and open it. Where and
how the downloaded file can be accessed may differ depending on which internet browser you
use. This is one example, using Microsoft Edge:

16 4
Downloads 1 Qe 55}:

JourneyErmorFile_10056_6_08_2021_9_C @

Open file

viliy 7
See more

5. The error file will list a maximum of 99 errors, including:
c. the row the erroris in in the file you submitted;
d. the column the error is in in the file you submitted; and

e. adescription of the error.

A full glossary of the error messages can be found at the end of this document.
In this example below, the Journey ID field is empty in the first row of data (highlighted yellow).

AutoSave (@ off LQ - JourneyErrorFile_10083_28_10_2021_15_22.csv - Excel
File Home Insert Page Layout Formulas Data Review View Help Acrobat £ search
& o ot Jn A A | == 2 | e G J B B P BB E
[B Copy ~ .
B I U-+ . O A == —=|l==lll= . . 0 «0 .00 Conditional Formatas Cell Insert Delete Format
<¥ Format Painter - - - === =% EMegesCenter $ % 9 %38 Formatting v Table~ Styles~ v = =
Clipboard 1] Font ] Alignment (] Number 1] Styles Cells
48 M Jx
. A B C D
1 |Row 2 Column JOURNEY ID Journey ID is missing.
2 [Row 2 Column NUMBER OF PASSENGERS IN WHEELCHAIRS  Number of passengers transported in wheelchair must contain digits only and must not be more than 2 digits.
3 [Row3 Column BOOKING DATETIME Booking datetime must be in d/MM/yyyy H:mm format using a 24 hour clock.
4 |Row 3 Column BOOKING DATETIME Booking datetime has an invalid datetime.
5 [Row 3 Column PICK UP POSTCODE Pick up postcode is mandatory when supplying Pick up address details.
6 [Row4 Column PICK UP DATETIME Booking datetime must not be after Pick up datetime.
7 [Row5 Column PTD AUTH NUMBER Driver PTD authorisation number must contain digits only.
8 [Row5 Column JOURNEY ID Journey ID 57513206 exists more than once in the file.

6. Read the error location and description to figure out which parts of your original data require
updating. You will need to refer back to your journey records to do this.

AutoSave Z) 5 UAT Test data 5 journeys - new file 1.csv - Ex
File Home Insert Page Layout Formulas Data Review View Help Acrobat P Search
D L_A e Calibri v VAN E== D 25, Wrap Text General v ﬁ @ @ %
[ Copy ~ =
Paste o = || = i Conditional Formatas Cell Inse
B I U-+~|HFi+ O AL = e ~ v 9 €0 .00
v <F Format Painter - i - > il Metget Center $ % 9 | % 3 Formattingv Tablev Styles v v
Clipboard ~ Font N Alignment N Number N Styles
B48 Y, f
| A [ P € | D IEE F |8 G | H | | Il J
1 |JOURNEY ID BOOKING DATETIME REQUESTED DATETIME PTD AUTH NUMBER FLEET PTV PLATE PICK UP DATETIME PICK UP STREET PICK UP SUBURB PICK UP POSTI
2 J 30/05/2021 7:34 40796 1 TAXI6472 1/06/2021 7:34 32 Guthrie St Osborne Park
| 3 J 57513205 05/30/2021 7:34 45526 1 TAXI671 1/06/2021 7:34 157 Morley DrE Kiara
4 ‘ 57513206 30/06/2021 7:34 42352 1 TAXI3101 1/06/2021 7:34 87 Adelaide Tce East Perth

10
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7. Once you have identified and corrected the errors, return to the Journey data submission page of
your DoTDirect account. Select the upload icon in the ‘Action’ column and reload the journey data
as per the Journey data submission process outlined above. All data must be resubmitted, not
just the rows which contained errors.

8. If all errors are successfully corrected, you will receive confirmation that the data submission is
complete.

9. If the data file still has errors, you will receive another email confirming the file has been rejected.
Repeat steps 1-9 until the data file is accepted without errors.

Replace co-payment data
To accommodate instances where data provided may be complete or inaccurate, DoT allows ODBSs

to resubmit TUSS co-payment data for a request that has already been completed.

When co-payment data is resubmitted, the previous data submission will be replaced. For this reason,
all data must be resubmitted, not only missed or inaccurate records.

1. To resubmit co-payment data, find the data submission made previously and select ‘Replace
data’.

Representing FINE CUT FURNITURE PTY LTD

Overview Profile My Work Details On-demand Transport Vehicles Tools Help ™ ® Logout

P The infermation provided is only current as at 11/11/2021 01:01 PM
Journey data submissions

As an authorised On-demand Booking Service (ODBS) you have been requested, by written notice, to submit individual journey details for all on-demand passenger transport bookings completed during
the relevant submission period.

Below are your current and outstanding journey data submission requests and details of previous data submissions lodged.

Penalties may apply for non-lodgement of journey data upon request.

Outstanding data submission requests

Booking service Submission period start  Submission period end .
R N Request number Issue date Due date Action
authorisation number date date

1000105 10647 20/09/2021 07:00 13/09/2021 19/09/2021 26/09/2021 0
1000105 10653 27/09/2021 07:00 20/09/2021 26/09/2021 03/10/2021 0
1000105 10668 04/11/2021 10:05 04/10/2021 10/10/2021 17/10/2021 E i ]
1000105 10675 04/11/2021 10:05 11/10/2021 17/10/2021 24/10/2021 0
1000105 10682 04/11/2021 10:06 18/10/2021 24/10/2021 31/10/2021 i ]
1000105 10689 04/11/2021 10:06 25/10/2021 31/10/2021 07/11/2021 e
1000105 10699 08/11/2021 07:00 01/11/2021 071172021 14/11/2021 L O
Journey data submission history

Bnokllng L Submission Submission .

service Submission . . Submitted on . Number of Number of .

o period start period end Submitted by Status Action Replace data
authorisation number - records errors
date ¢ date

number

1000105 10093 27/09/2021 03/10/2021 ?221”2021 5 Completed
29/10/2021

1000105 10092 27/09/2021 03/10/2021 1ein 13 Replaced €}

2. The process is then the same as the initial data submission process.

11



Glossary — error messages

Column name

Error message

Error type

Tips for fixing the error

The error file will
tell you which row
and column the
error is located in.

The error file will show you one or more of the
below messages if there are any errors in your
file.

Describes what sort
of error this
represents in the
system.

Here is some guidance on how to fix the errors based on the type of
problem.

ALL

Size of the uploaded file cannot exceed 1GB.

Invalid File

Check the size of the file you are submitting and ensure it is below 1GB in
size. Files larger than 1GB will not be accepted.

You can check the size of your file by right clicking on the file using a
mouse and selecting 'properties'. The properties information will include
the size of the file.

If your file is more than 1GB in size but is otherwise correctly formatted,
contact ondemandtransport@transport.wa.gov.au for assistance.

Uploaded file contains unexpected column
headers.

Invalid File

Your file must contain the correct column headers. The headers are the
names of each column at the top.

The columns can be in any order but all columns must be included and
the column headers or names must be spelt exactly including spaces and
capitalisation.

An example template is provided on the DoT website. Compare your file
with the template on the DoT website. Remove any additional columns,
add any that are missing, and ensure the formatting is exactly the same.
You may also have columns that are empty. You may need to open the
file in Notepad to check for additional comma'’s indicating a blank column
that needs to be deleted.

Uploaded file must be in a CSV format

Invalid File

Ensure the file you are submitting is saved as a comma separated values
(.csv) file type. If you are using Microsoft Excel to prepare your file you
can search using an internet search engine for 'how to save an excel file
as .csv'. There are many online resources to help you use Excel.

There are several types of .csv file format, MS-DOS, Macintosh and UTF-
8 .csv formats will not be accepted. If you are converting a file from .xls to
.csv be careful that datetime and GPS data are not affected by the
conversion.

Last modified: October 2023
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Column name Error message ‘ Error type Tips for fixing the error

No data is contained in the uploaded file. Invalid File Ensure your file contains at least one full journey record. Contact
ondemandtransport@transport.wa.gov.au if you did not provide any

transport services for the period. Empty files will be rejected.

JOURNEY ID Data for Journey ID <Journey ID value> has Journey ID Error The system has detected the same Journey ID in a previously submitted
already been provided in a previous journey data file from your ODBS. Check the specified row and column
submission <submission number> for the number. The Journey ID used must be unique. Correct the duplicate.

period between <Journey Data Submission
Request. Request start date> and <Journey
Data Submission Request. Request end date>

Journey ID must not be longer than 50 Journey ID Error Check the specified row and column number. The Journey ID used must
characters. not be longer than 50 characters in length. Make a correction to shorten
the Journey ID then resubmit the file.
Journey ID <Journey ID value> exists more Journey ID Error Check the specified row and column number. The Journey ID used is not
than once in the file. unique. The system has detected the same Journey ID somewhere else
within the file. Correct the duplicate.
Journey ID is missing. MISSING Detail Check the specified row and column number and ensure the Journey ID
number is included.
BOOKING Booking datetime cannot be in the future. Date or Time Error Check the specified row and column number and ensure the Booking
DATETIME Datetime is correct and not in the future. Correct any errors and resubmit
the file.
Booking datetime has an invalid datetime. Date or Time Error Check the specified row and column number. The Booking Datetime is
invalid. Please enter a valid date that exists. See below for more details.
Booking datetime must be in DD/MM/YYYY Date or Time Error Check the specified row and column number. The Booking Datetime
HH:MM format using a 24-hour clock. format is incorrect.

The correct date and 24-hour clock format is DD/MM/YYYY HH:MM.

For example, 4 December 2021 at ten past one in the afternoon will be
shown as "04/12/2021 13:10". You can also include seconds, but this is
not mandatory.

Booking datetime must not be after Pick Up Date or Time Error Check the specified row and column number. The Pick up date and time
datetime. must the same or after the booking date and time. Correct any errors and
resubmit the file.

13
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Column name Error message ‘ Error type ‘ Tips for fixing the error

Booking datetime is missing. MISSING Detail Check the specified row and column number and ensure the Booking
Datetime is included.

A booking date and time must be included for all trips. If the trip is a rank
or hail trip, the booking date and time should be the same as the Pick Up
date and time.

PTD AUTH Driver PTD authorisation number must contain | PTD Error Check the specified row and column number. The PTD number must
NUMBER digits only. contain digits (numbers) only.
Driver PTD authorisation number must be a PTD Error Check the specified row and column number. The driver PTD
valid authorisation number. authorisation number must have no more than 19 digits.
Driver PTD authorisation number is missing. MISSING Detail Check the specified row and column number. The PTD authorisation
number must be included.
PTV PLATE PTV plate must not be longer than 12 PTV Error Check the specified row and column number. The PTV plate provided
characters. must not be longer than 12 characters in length and must not contain any
spaces or be abbreviated.
PTV plate is missing. MISSING Detail Check the specified row and column number. The PTV plate number must
be included.
PICK UP Pick Up datetime cannot be in the future. Date or Time Error Check the specified row and column number. Ensure the Pick Up
DATETIME datetime is not in the future.
Booking datetime must not be after Pick Up Date or Time Error Check the specified row and column number. The Pick Up date must be
datetime. on or after Booking Datetime.
Pick Up datetime is missing. MISSING Detall Check the specified row and column number. The Pick Up datetime must

be included and cannot be blank. The file should not include any bookings
where the trip did not occur.

Pick Up datetime must be before DROP OFF Date or Time Error Check the specified row and column number. The Drop off datetime must
datetime. be after Pick Up datetime.

Adding seconds to these times may help to remove some of these errors.

14
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Column name Error message ‘ Error type ‘ Tips for fixing the error

Pick Up datetime must be in DD/MM/YYYY Date or Time Error Check the specified row and column number. The Booking Datetime
HH:MM format using a 24-hour clock. format is incorrect.

The correct date and 24-hour clock format is DD/MM/YYYY HH:MM.

For example, 4 December 2021 at ten past one in the afternoon will be
shown as "04/12/2021 13:10". You can also include seconds, but this is
not mandatory.

Pick Up start datetime has an invalid datetime. | Date or Time Error Check the specified row and column number. The Booking Datetime
format is incorrect.

The correct date and 24-hour clock format is DD/MM/YYYY HH:MM.

For example, 4 December 2021 at ten past one in the afternoon will be
shown as "04/12/2021 13:10". You can also include seconds, but this is
not mandatory.

PICK UP STREET | Pick Up address street must not be longer than | Location Error Check the specified row and column number. The Pick Up address
200 characters. provided must not be longer than 200 characters in length.
Pick Up address details or Pick Up GPS MISSING Detail The file must include locations for the Pick Up and drop off. The location
coordinates must be provided. details can be provided as GPS coordinates or a street address or both.

Check the specified row and column number. If no Pick Up GPS latitude
and longitude has been provided for the journey then the Pick Up street
AND Pick Up suburb AND Pick Up post code must be provided.

PICK UP SUBURB | Pick Up address details or Pick Up GPS MISSING Detail The file must include locations for the Pick Up and drop off. The location
coordinates must be provided. details can be provided as GPS coordinates or a street address or both.
Check the specified row and column number. If no street address detail
has been provided for the journey then the Pick Up GPS latitude and
longitude must be provided.

Pick Up address suburb must not be longer Location Error Check the specified row and column number. The Pick Up suburb

than 100 characters. provided must not be longer than 100 characters in length.

Pick Up suburb is mandatory when supplying MISSING Detall Check the specified row and column number. The Pick Up suburb must be

Pick Up address details. included when there is a value in either of the Pick Up street or Pick Up
postcode.
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Column name Error message ‘ Error type ‘ Tips for fixing the error

PICK UP Pick Up postcode must contain a 4-digit Location Error Check the specified row and column number. The Pick Up postcode must
POSTCODE number. contain 4-digits only
Pick Up postcode is mandatory when MISSING Detall Check the specified row and column number. The Pick Up postcode must
supplying Pick Up address details. be provided if providing the Pick Up location using a street address.
PICK UP Pick Up latitude coordinates are invalid. Location Error Check the specified row and column number. If Pick Up latitude is
LATITUDE provided, values must be numeric and minimum range value must be -

40.000 and maximum range value must be -12.000. Latitudes of -40.000
or less, or -12.000 or more are not in Western Australia.

Pick Up latitude coordinates must have at least | Location Error Check the specified row and column number. If Pick Up latitude is
3 decimal places. provided, the coordinates supplied must have at least 3 decimal places.

Some systems such as excel will truncate numbers that end in ‘0’ to
remove the ‘0’s’. Adding a ‘5’ digit to the end of a GPS coordinate is one
method to fix this issue. This should only be done where the coordinate is
at least 5 decimal points long to ensure that record keeping requirements

are met.
Pick Up latitude cannot be blank as data has MISSING Detail Check the specified row and column number. Ensure that if the Pick Up
been provided in Pick Up longitude. longitude is entered then the Pick Up latitude is also included. Both Pick

Up latitude and longitude must either be completed, or both must be blank
and the address details included.

PICK UP Pick Up longitude coordinates are invalid. Location Error Check the specified row and column number. If Pick Up longitude is
LONGITUDE provided, values must be numeric and minimum range value must be
108.000 and maximum range valued must be 155.000. Values less than
108.000 or more than 155.000 are not in Australia.

Pick Up longitude coordinates must have at Location Error Check the specified row and column number. If Pick Up longitude is
least 3 decimal places. provided, the coordinates supplied must have at least 3 decimal places.

Some systems such as excel will truncate numbers that end in ‘0’ to
remove the ‘0’s’. Adding a ‘5’ digit to the end of a GPS coordinate is one
method to fix this issue. This should only be done where the coordinate is
at least 5 decimal points long to ensure that record keeping requirements
are met.
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‘ Error type

Column name Error message

Pick Up longitude cannot be blank as data has | MISSING Detalil Check the specified row and column number. Ensure that if the Pick Up
been provided in Pick Up latitude. latitude is entered then the Pick Up longitude is also included. Both Pick
Up latitude and longitude must either be completed, or both must be blank
and the address details included.
DROP OFF DROP OFF datetime cannot be in the future. Date or Time Error Check the specified row and column number. Ensure the Drop off
DATETIME datetime is not in the future.
Journey end datetime has an invalid datetime. | Date or Time Error Check the specified row and column number. The Drop off datetime is
invalid. Please enter a valid date that exists
Pick Up datetime must be before DROP OFF Date or Time Error Check the specified row and column number. The Drop off datetime must
datetime. be after Pick Up datetime.
Adding seconds to these times may help to remove some of these errors.
DROP OFF datetime must be in DD/MM/YYYY | Date or Time Error Check the specified row and column number. The Booking Datetime
HH:MM format using a 24-hour clock. format is incorrect.
The correct date and 24-hour clock format is DD/MM/YYYY HH:MM.
For example, 4 December 2021 at ten past one in the afternoon will be
shown as "04/12/2021 13:10". You can also include seconds, but this is
not mandatory.
DROP OFF datetime is missing. MISSING Detail Check the specified row and column number. The Drop off datetime must
be included.
DROP OFF Drop off address street must not be longer Location Error Check the specified row and column number. The Drop off street details
STREET than 200 characters. provided must not be longer than 200 characters.
Drop off address details or drop off GPS MISSING Detail Check the specified row and column number. If no Drop off latitude and
coordinates must be provided. longitude are provided for the journey then a Drop off street, Drop off
suburb and Drop off postcode must be provided.
DROP OFF Drop off suburb must not be longer than 100 Location Error Check the specified row and column number. The Drop off suburb
SUBURB characters. provided must not be longer than 100 characters.
Drop off address details or drop off GPS MISSING Detail Check the specified row and column number. If no Drop off latitude and
coordinates must be provided. longitude are provided for the journey then a Drop off street, Drop off
suburb and Drop off postcode must be provided.
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‘ Error type

Column name Error message

Drop off suburb is mandatory when supplying MISSING Detail Check the specified row and column number. The Drop off suburb is
Drop off address details. mandatory when there is a value in either of the Drop off street or Drop off
postcode columns.
DROP OFF Drop off address postcode must contain a 4- Location Error Check the specified row and column number. The Drop off address
POSTCODE digit number. postcode must only contain 4-digits.
Drop off address details or drop off GPS MISSING Detail Check the specified row and column number. If no Drop off latitude and
coordinates must be provided. longitude are provided for the journey then a Drop off street, Drop off
suburb and Drop off postcode must be provided.
Drop off postcode is mandatory when MISSING Detall Check the specified row and column number. The Drop off postcode is
supplying Drop off address details. mandatory when there is a value in either of the Drop off street or Drop off
suburb columns.
DROP OFF Drop off latitude coordinates are invalid. Location Error Check the specified row and column number. If Drop off latitude is
LATITUDE provided, values must be numeric and minimum range value must be -
40.000 and maximum range value must be -12.000. Latitudes of -40.000
or less, or -12.000 or more are not in Western Australia.
Pick Up latitude coordinates must have at least | Location Error Check the specified row and column number. If Drop off latitude is
3 decimal places. provided, the coordinates supplied must have at least 3 decimal places.
Some systems such as excel will truncate numbers that end in ‘0’ to
remove the ‘0’s’. Adding a ‘5’ digit to the end of a GPS coordinate is one
method to fix this issue. This should only be done where the coordinate is
at least 5 decimal points long to ensure that record keeping requirements
are met.
Drop off latitude cannot be blank as data has MISSING Detall Check the specified row and column number. Ensure that if the Drop off
been provided in Drop off longitude. longitude is entered then the Drop off latitude is also included. Both Drop
off latitude and longitude can be blank if the street, suburb and postcode
information is provided instead.
DROP OFF Drop off longitude coordinates are invalid. Location Error Check the specified row and column number. If the Drop off longitude is
LONGITUDE provided, values must be numeric and minimum range value must be
108.000 and maximum range valued must be 155.000. Values less than
108.000 or more than 155.000 are not in Australia.
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Drop off longitude coordinates must have at Location Error Check the specified row and column number. If Drop off longitude is
least 3 decimal places. provided, the coordinates supplied must have at least 3 decimal places.

Some systems such as excel will truncate numbers that end in ‘0’ to
remove the ‘0’s’. Adding a ‘5’ digit to the end of a GPS coordinate is one
method to fix this issue. This should only be done where the coordinate is
at least 5 decimal points long to ensure that record keeping requirements

are met.
Drop off longitude cannot be blank as data has | MISSING Detail Check the specified row and column number. Ensure that if the Drop off
been provided in Drop off latitude. latitude is entered then the Drop off longitude is also included. Both Drop

off latitude and longitude must either be completed, or both must be blank,
and the address details included

NUMBER OF Number of passengers transported in Location Error Check the specified row and column number and ensure the number of
PASSENGERS IN | wheelchair must contain digits only and must passengers transported while seated in a wheelchair (if any) is included.
WHEELCHAIR not be more than 2 digits. Value must contain digits only and must not contain more than 2 digits.

This column must be included but you can leave this field blank or
populate it with a '0" if there were no passengers transported in a
wheelchair.
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