Accessing Drivers By Sites
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In this article, you will learn how to access, view, and update drivers by sites. The sections below will
walk you through the basic navigation and functions of the All Sites tab.

e View Drivers by Sites

e Edit Drivers by Sites

View Drivers by Sites

This section will guide you on how to access and view the drivers list by site using the All Sites tab.

1. In the Business Navigation Menu, click Drivers and select Drivers List.
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2. You will be directed to the Drivers - Business page. Click the All Sites tab to access the
Drivers list.

3. You can search/filter the list using the Search field to view drivers by site. Using the drop-
down arrow beside the Search field, you can also set the list display to 10, 20, or 50.
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4. Find the driver from the list and click its Action icon. The Actions menu will expand, select

View.

5. The Driver Info window will appear displaying the Driver's Business Profile. In this window,
you can view the driver's information, resend the invite, or delete the driver.
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Edit Drivers by Sites

This section will guide you on how to update the drivers by site.

1. In the Business Navigation Menu, click Drivers and select Drivers List.
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2. You will be directed to the Drivers - Business page. Click the All Sites tab to access
the Drivers list.

3. You can search/filter the list using the Search field to view drivers by site. Using the drop-
down arrow beside the Search field, you can also set the list display to 10, 20, or 50.
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4. Find the driver from the list and click its Action icon. The Actions menu will expand, select
Edit.

5. The Business Profile Edit window will appear. In this window, you can update the following
details:
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Record Keeper Address: I
Base Time Zone
Business Address
] NSW +11:00 v
81-83 Campbe
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NHVR v
Base Location:
Accreditation (Optional)
Business Address
]
Campbell Streq BFM Number
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a. Record Keeper Address [Business Address]
b. Base Location [Business Address]

c. Base Time Zone

d. Region

e. Accreditation (Optional)

i. BFM Number



ii. AFM Number

6. After updating the selected driver, click the Submit button.

Accreditation (Optional)

+ Salect frorm accreditation list

BFM Number

select an AFM Number v




