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Using the VCA Portal Guide 

The VCA Portal 
Access The VCA Portal digital self-serve to apply for Type Approval Scheme approvals, test reports 
and other order requests. These instructions will guide you through signing into the portal, using the 
self-management functions and submitting a request.  

Note: You must complete a VCA Account Registration and wait for approval before creating a sign 
in password and submitting requests. To apply for VCA Europe S.r.l. services you must Opt-in and 
have a VCA Europe S.r.l. approved invoicing account. 

Terminology 

Sign into the VCA Portal 

Submitting a Type Approval Application for a VCA Invoicing Account 

Applying using the Digital Form Method 
Applying for GB Scheme 
Applying for Provisional GB Scheme 
Applying for UKNI Scheme 
Applying for UNECE Scheme 
Applying for British Standard, CEN, RVR, Taiwanese Type Approval, or Trias Scheme 

Applying using the Template Upload Spreadsheet 
If Template Upload cannot be Processed 

Request Assistance with a Type Approval Application 

Applying for AES BES Assessment 
Submitting an AES BES Assessment Application 
Finding AES BES validation number 
AES BES Impact Data Required 
AES BES Clearance Required 

Using the ‘Other’ Application Form 

Viewing the Status of an Application and Adding Documentation 

Viewing your Certificate and Documentation 

Adding, Editing and Deleting Addresses 

Using My Document Actions 

Using My Tasks 

Adding an Additional Invoicing Account 

Adding a User to your Invoicing Account 

Opt-in to VCA Europe S.r.l. services 

Registering a VCA Europe S.r.l. invoicing account 
Applying for GB and EU Type Approval 

How to contact us  



  
 

Version: April 2025 

Using the VCA Portal Guide 

Terminology 
 

 A Customer Order is the overarching project level information. This stipulates the invoicing 
account for the application and a project name or meaningful reference of your choice. You have 
the option of including vehicle and address details that will be needed for the issued certificate; 
however they are optional at this level. A Customer Order number will have the format 
VCA000117. 
 

 A Work Order is the individual order item(s) within a Customer Order. These can be multiple and 
include mandatory information essential for the issued certificate, such as Approval Holder 
Address, Base Legislation, Amending Legislation and Type Code. You must add at least one Work 
Order item to a request and attach documentation to support the application. 
A Work Order number will have the format VCA000117-1, VAC000117-2, and so on. 
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Sign into the VCA Portal 
You must complete a portal registration and activate your account from the approval email sent 
from The VCA before proceeding with the Sign-in below: 

 

Open www.vehicle-certification-
agency.gov.uk/vca-portal  

 

 

Click on Portal sign-in 
and click on the Portal Sign-In button 

Enter the email address used for 
account registration 
 

Enter your password and click on Sign in 

The Forgot your password? option will 
only function with a registered email 
address 

You are now logged in to your VCA Portal Homepage where you have access to submit a new application, view 
the status of requests, complete required tasks, manage addresses and access to the invoicing account. 

http://www.vehicle-certification-agency.gov.uk/vca-portal
http://www.vehicle-certification-agency.gov.uk/vca-portal
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Submitting a Type Approval Application for a VCA Invoicing Account 

 

  

Sign into your VCA Portal  

From your VCA Portal Homepage click 
on Type Approval application  

 

Step 1 

Enter a Project Name or meaningful reference 

 

Select Continue 

Step 2 

Click on the magnify icon to select the VCA 
Invoicing account – the account must be 
approved to be available for selection 

Select Yes if you require a purchase order 
number on your invoice, or No 

Please supply the number if available 

 

 

Select Yes if you would like an estimate 

 

Click on Continue 

 



  
 

Version: April 2025 

Using the VCA Portal Guide 

 

All fields in this step are optional however adding 
them at this level will allow quick use of this 
information in order items 

Add details for: 
 
Manufacturer Approval Holder name - enter the 
name as appears on the approval documentation 

Manufacturer Approval Holder address - click on the 
magnify button to Add a new address or use an 
Existing address  

When adding a new address enter partial address 
details and click on Find address 

  

Select the address from the dropdown list 

Complete any missing details and Add New Address 

Tick next to an existing address and click on Select 

or 

Click on New to add a new address 

Add the Trade name or mark, Type, General 
commercial description, Means of 
identification of type and Location of 
Marking as detailed on the approval 
documentation 
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Add address details for: 
 
Manufacturing plants - select Add New address 
to add an address or Add Existing address for an 
address previously added. You can add multiple 
plant addresses 
 
Manufacturer’s representative’s name - enter 
the name as appears on the approval 
documentation  

Manufacturer’s representative’s address - click 
on the magnify button to Add a new address or 
use an Existing address added previously  

 
Click on Add vehicle categories to 
add one or more vehicle category 
and vehicle sub-category  

  

Use the search to narrow the list of 
vehicle categories 

 

Tick the vehicle categories required 
and click on Add vehicle categories 

  

Click on Continue 
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Applying using the Digital Form Method 
There are two methods for submitting your work orders items; digital form allows you to add 
approval elements individually, while template upload provides the ability to add items on an excel 
spreadsheet for upload. 

 

Step 4.1 

Select the required method of inputting work 
orders 

Click on Digital form  

Select Continue 

Step 4.2 

To add details for each work order item, click 
on Add new order item 

Follow the instructions below depending on the scheme you are applying for: 

Applying for GB Scheme 
Applying for Provisional GB Scheme 
Applying for UKNI Scheme 
Applying for UNECE Scheme 
Applying for British Standard, CEN, RVR, Taiwanese Type Approval, or Trias Scheme  

 

Note: If you Opt-in to VCA Europe S.r.l. services you can also apply for EU Type Approval and EU IVA 
(see Opt-in to VCA Europe S.r.l. services) 
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Applying for GB Scheme 
Complete all details for Steps 1 to 4.1 as described in Submitting a Type Approval Application for a 
VCA Invoicing Account. 

 

  

Add order item – Step 1.2 

Complete the item details: 

Approval action – for instance New approval, 
Extension or Revision 

Approval Authority – this is a locked field and 
will be VCA for all GB scheme applications  

Base legislation - choose from the dropdown list  

Amending legislation - choose from the 
dropdown list 

Annex – only selectable is there is a relevant 
annex for the legislation 

  

 

Click on the magnify glass to add a New or 
Existing Manufacturer’s GB representative 
Address if required. 

Add order item - Step 1.1 

Select GB as the Scheme from the dropdown list 

 

Click on Continue 
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If you have EU or UNECE Test Reports for this approval 
select Yes, if not then select No 

If you would like a Provisional Approval number, 
following initial checks, select Yes 

 

 

 

 

Select Yes if this is a request for Multi stage approval 
then select the Number of stages from the dropdown 
list, if not then select No 
 

Select Yes if you require the vehicle registered within 
the EU scheme - Note: this is only available if you have 
an approved invoicing account with VCA Europe S.r.l. 
and have selected to Opt-in to VCA Europe S.r.l. services 

 
Click on Continue 

If applying for Multi stage complete the 
following details for all relevant stages 
 

Manufacturer of the base or previous stage 
vehicle 

Address or base or previous stage vehicle 
manufacturer 

Number of the GB/UK(NI)/EU type-
approval certificate 

Date of the certificate 

Applicable to variants or versions 

 

 

 

Click on Continue 
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Add order item – Step 2 

If you have entered Vehicle Categories in 
step 3 of the order these will appear 
automatically after a few seconds 

Or click on Add vehicle categories to add 
one or more Vehicle categories  

Click on the dropdown arrow to remove a vehicle category 

Click on Continue 

Add order item – Step 3 

If you have entered Certification 
information in step 3 of the order these will 
appear automatically after a few seconds  

Or enter the information for the certificate 
in the fields 

  

Click in a field to amend any of the default 
information 

  

  

Click on Add new or existing addresses or 
click on the arrow to remove a plant address 

  

  

Click on Continue 
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Click on Add Files to add supporting 
documentation relevant to a single order 
item 

If documentation is applicable to all items 
add at a later step (see below)  

 
Click on Choose Files 

Select one or more files and click on Open 

 

Click on Add files 

 

Click on the arrow and select Delete to 
remove a file 

  

 

 

Click on Add order item 
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To add another Work Order item either: 

Click on Add new order item and complete 
the details as above 

Or: 

To add a Work Order item with similar 
details - Click on the dropdown arrow and 
select Duplicate  

The duplicate work order item will 
appear at the top of the list 

  

Select the dropdown arrow and 
Edit to amend any details as 

  

Repeat the steps above for any additional 
order items 

  

Click on Continue  

Step 5 

Select Add files to add the 
required documentation 

 

Click on Continue 
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Step 6 

Tick to confirm agreement to the  
terms and conditions 

   

Click on Submit application 

A confirmation of your application reference number 
will appear on screen 
 
 
This Order number can be viewed from your Portal 
homepage in My Type Approval applications 
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Applying for Provisional GB Scheme 
Complete all details for Steps 1 to 4.1 as described in Submitting a Type Approval Application for a 
VCA Invoicing Account. 

 

  

Add order item – Step 1.2 

Complete the item details: 

Approval action – this is a locked field and will 
be Provisional GB approval 

Approval Authority – this is a locked field and 
will be VCA for all GB scheme applications  

European approval number – provide the 
approval number detailed on your EU Approval 
certificate  

Base legislation - choose from the dropdown list  

Amending legislation - choose from the 
dropdown list 

Annex – only selectable is there is a relevant 
annex for the legislation 

Select Yes if this is a request for Multi stage 
approval 
 

Click on Continue 

Add order item - Step 1.1 

Select Provisional GB as the Scheme from the 
dropdown list 
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Add order item – Step 2 

If you have entered Vehicle Categories in 
step 3 of the order these will appear 
automatically after a few seconds 

Or click on Add vehicle categories to add 
one or more Vehicle categories  

Click on the dropdown arrow to remove a vehicle category 

Click on Continue 

Add order item – Step 3 

If you have entered Certification 
information in step 3 of the order these will 
appear automatically after a few seconds  

Or enter the information for the certificate 
in the fields 

 

Click in a field to amend any of the default 
information 

 

 

Click on Add new or existing addresses or 
click on the arrow to remove a plant address 

 

 

Click on Continue 
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Click on Add Files to add supporting 
documentation relevant to a single order 
item 

If documentation is applicable to all items 
add at a later step (see below)  

 
Click on Choose Files 

Select one or more files and click on Open 

 

Click on Add files 

 

Click on the arrow and select Delete to 
remove a file 

  

 

 

Click on Continue 
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Tick one or more options if the application contains 
special requirements  

or tick None of the above 

  

   

Click on Add order item 

  

 

To add another Order item either: 

Click on Add new order item and complete 
the details as above 

Or: 

To add an Order item with similar details - 
Click on the dropdown arrow and select 
Duplicate  

The duplicate work order item will 
appear at the top of the list 

  

Select the dropdown arrow and 
Edit to amend any details as 

  

Repeat the steps above for any additional 
work order items 

  

Click on Continue  
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Step 6 

Tick to confirm agreement to the  
terms and conditions 

   

Click on Submit application 

A confirmation of your application reference number 
will appear on screen 
 
 
This Order number can be viewed from your Portal 
homepage in My Type Approval applications 

Step 5 

Select Add files to add the 
required documentation 

  

Click on Continue 
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Applying for UKNI Scheme 
Complete all details for Steps 1 to 4.1 as described in Submitting a Type Approval Application for a 
VCA Invoicing Account. 

 

  

Add order item – Step 1.2 

Complete the item details: 

Approval action – for instance New approval, 
Extension or Revision 

Approval Authority – this is a locked field and 
will be VCA for all GB scheme applications  

Base legislation - choose from the dropdown list  

Amending legislation - choose from the 
dropdown list 

Annex – only selectable is there is a relevant 
annex for the legislation 

  

 

Click on the magnify glass to add a New or 
Existing Manufacturer’s GB representative 
Address if required. 

Add order item - Step 1.1 

Select UKNI as the Scheme from the dropdown list 

 

Click on Continue 
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If you would like a Provisional Approval number, 
following initial checks, select Yes 

 

Select Yes if this is a request for Multi stage approval 
then select the Number of stages from the dropdown 
list, if not then select No 
 

 

Click on Continue 

If applying for Multi stage complete the 
following details for all relevant stages 

Manufacturer of the base or previous stage 
vehicle 

Address or base or previous stage vehicle 
manufacturer 

Number of the GB/UK(NI)/EU type-
approval certificate 

Date of the certificate 

Applicable to variants or versions 

  

  

  

Click on Continue 
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Add order item – Step 2 

If you have entered Vehicle Categories in 
step 3 of the order these will appear 
automatically after a few seconds 

Or click on Add vehicle categories to add 
one or more Vehicle categories  

Click on the dropdown arrow to remove a vehicle category 

Click on Continue 

Add order item – Step 3 

If you have entered Certification 
information in step 3 of the order these will 
appear automatically after a few seconds  

Or enter the information for the certificate 
in the fields 

  

Click in a field to amend any of the default 
information 

  

  

Click on Add new or existing addresses or 
click on the arrow to remove a plant address 

  

  

Click on Continue 
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Click on Add Files to add supporting 
documentation relevant to a single order 
item 

If documentation is applicable to all items 
add at a later step (see below)  

 
Click on Choose Files 

Select one or more files and click on Open 

 

Click on Add files 

 

Click on the arrow and select Delete to 
remove a file 

  

 

 

Click on Add order item 
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To add another Order item either: 

Click on Add new order item and complete 
the details as above 

Or: 

To add a Order item with similar details - 
Click on the dropdown arrow and select 
Duplicate  

The duplicate work order item will 
appear at the top of the list 

  

Select the dropdown arrow and 
Edit to amend any details as 

  

Repeat the steps above for any additional 
work order items 

  

Click on Continue  

Step 5 

Select Add files to add the 
required documentation 

 

Click on Continue 
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Step 6 

Tick to confirm agreement to the  
terms and conditions 

   

Click on Submit application 

A confirmation of your application reference number 
will appear on screen 
 
 
This Order number can be viewed from your Portal 
homepage in My Type Approval applications 
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Applying for UNECE Scheme 
Complete all details for Steps 1 to 4.1 as described in Submitting a Type Approval Application for a 
VCA Invoicing Account. 

 

Add order item – Step 1.2 

Complete the item details: 

Approval action - for instance New approval, 
Extension or Revision 

Approval Authority - VCA will be the only 
available option unless you have an approved 
VCA Europe S.r.l. invoicing account and Opt-in to 
VCA Europe S.r.l. services 

Regulation - choose from the dropdown list  

Series of amendment - choose from the 
dropdown list 

Supplements - choose from the dropdown list 

 

  

Click on the magnify glass to add a New or 
Existing Manufacturer’s GB representative 
Address if required. 

 

Select Yes if you require a Provisional Approval 
number 

 

Click on Continue 

Add order item - Step 1.1 

Select UNECE as the Scheme from the dropdown list 

 

Click on Continue 



  
 

Version: April 2025 

Using the VCA Portal Guide 

 

Add order item – Step 2 

If you have entered Vehicle Categories in 
step 3 of the order these will appear 
automatically after a few seconds 

Or click on Add vehicle categories to add 
one or more Vehicle categories  

Click on the dropdown arrow to remove a vehicle category 

Click on Continue 

Add order item – Step 3 

If you have entered Certification 
information in step 3 of the order these will 
appear automatically after a few seconds  

Or enter the information for the certificate 
in the fields 

 

Click in a field to amend any of the default 
information 

 

 

Click on Add new or existing addresses or 
click on the arrow to remove a plant address 

 

 

Click on Continue 
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Click on Add Files to add supporting 
documentation relevant to a single order 
item 

If documentation is applicable to all items 
add at a later step (see below)  

 
Click on Choose Files 

Select one or more files and click on Open 

 

Click on Add files 

 

Click on the arrow and select Delete to 
remove a file 

  

 

 

Click on Add order item 
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To add another Order item either: 

Click on Add new order item and complete 
the details as above 

Or: 

To add a Order item with similar details - 
Click on the dropdown arrow and select 
Duplicate  

The duplicate work order item will 
appear at the top of the list 

  

Select the dropdown arrow and 
Edit to amend any details as 

  

Repeat the steps above for any additional 
order items 

  

Click on Continue  

Step 5 

Select Add files to add the 
required documentation 

 

Click on Continue 
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Step 6 

Tick to accept the UNECE application declaration 

 

 

 

 

Tick to confirm agreement to the terms and conditions 

   

 

Click on Submit application 

A confirmation of your application reference number 
will appear on screen 
 
 
This Order number can be viewed from your Portal 
homepage in My Type Approval applications 
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Applying for British Standard, CEN, RVR, Taiwanese Type Approval, or Trias Scheme 
Complete all details for Steps 1 to 4.1 as described in Submitting a Type Approval Application for a 
VCA Invoicing Account. 

 

Add order item – Step 1.2 

Complete the item details: 

Approval requested – this is a locked field for all 
Test reports 

Legislation - choose from the dropdown list  

 

Click on Continue 

Add order item - Step 1.1 

Select from the available Scheme from the dropdown list 

 

Click on Continue 

Add order item – Step 2 

If you have entered Vehicle Categories in 
step 3 of the order these will appear 
automatically after a few seconds 

Or click on Add vehicle categories to add 
one or more Vehicle categories  

Click on the dropdown arrow to remove a vehicle category 

Click on Continue 
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Add order item – Step 3 

If you have entered Certification 
information in step 3 of the order these will 
appear automatically after a few seconds  

Or enter the information for the certificate 
in the fields 

 

Click in a field to amend any of the default 
information 

 

 

Click on Add new or existing addresses or 
click on the arrow to remove a plant address 

 

 

Click on Continue 

Click on Add Files to add supporting 
documentation relevant to a single order 
item 

If documentation is applicable to all items 
add at a later step (see below)  

 
Click on Choose Files 
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Select one or more files and click on Open 

 

Click on Add files 

 

Click on the arrow and select Delete to 
remove a file 

  

 

 

Click on Add order item 
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To add another Order item either: 

Click on Add new order item and complete 
the details as above 

Or: 

To add a Order item with similar details - 
Click on the dropdown arrow and select 
Duplicate  

The duplicate work order item will 
appear at the top of the list 

  

Select the dropdown arrow and 
Edit to amend any details as 

  

Repeat the steps above for any additional 
order items 

  

Click on Continue  

Step 5 

Select Add files to add the 
required documentation 

 

Click on Continue 



  
 

Version: April 2025 

Using the VCA Portal Guide 

 

  

Step 6 

Tick to confirm agreement to the  
terms and conditions 

   

Click on Submit application 

A confirmation of your application reference number 
will appear on screen 
 
 
This Order number can be viewed from your Portal 
homepage in My Type Approval applications 
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Applying using the Template Upload Spreadsheet 
Complete all details for Steps 1 to 4.1 as described in Submitting a Type Approval Application for a 
VCA Invoicing Account. 

 

Step 4.1 

Click on Template upload 

 

Select Continue 

Step 4.2 

Select spreadsheet template 

An excel spreadsheet will open 
(depending on your browser settings you 
may need to Download and Enable 
Editing) 

Use dropdown options and 
input text to complete one row 
per order element 

  

Red line indicates 
mandatory information 

Hover over a title to 
see column help 

Save the completed 
template when ready for 
upload 

Step 4.2 

Click on Choose File to upload 
completed template 

Select Continue 
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Step 5 

Select Add files to add the 
required documentation 

Click on Choose Files 

Select one or more files and click on Open 

Click on Add files 

To remove a document, click on 
the dropdown arrow next to the 
document and select Delete 

For Guidance on required documentation: 

Guide to Applicants - Vehicle Certification Agency (vehicle-
certification-agency.gov.uk) 

Click on Continue 

https://www.vehicle-certification-agency.gov.uk/vehicle-type-approval/gb-type-approval-scheme/guide-to-applicants/
https://www.vehicle-certification-agency.gov.uk/vehicle-type-approval/gb-type-approval-scheme/guide-to-applicants/
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Step 5 

Tick to confirm agreement to the  
terms and conditions 

   

Click on Submit application 

A confirmation of your application reference number 
will appear on screen 
 
 
This Order number can be viewed from your Portal 
homepage in My Type Approval applications 
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If Template Upload cannot be Processed 
When a template upload has incomplete information or is in the incorrect format you will receive an 
email to inform you of errors. Once you have adjusted and saved the revised spreadsheet upload 
from the Customer Order. 

 

Click on Update 
application 

From your VCA Portal Homepage 
click on My Type Approval 
applications 

  

Use the filters to find the required 
customer order 

Click on the order number to see the details 
of the customer order 

  

In the Progress tab select Choose File and 
upload the revised spreadsheet 
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Request Assistance with a Type Approval Application 
If you are unsure of the type of scheme or details required for your application, you can create an 
order asking for assistance. Once created you will be provided with an Order Number and will be 
contacted by the relevant team from The VCA to help you. 

Complete the Type Approval Application for as usual up to step 4.1. 

  

Step 4.1 

Click on Assistance required and complete as 
much detail as you can in the Description box 

 

Click on Continue 

 

 

You will receive an Order Number and will be 
contacted shortly. 

Please use this Order Number in any 
correspondence with us. 
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Applying for AES BES Assessment 
Applying for Type Approval under specific legislation will raise a task to create an AES BES 
Assessment application. 

Following the instructions below to view the task and create an AES BES Assessment. 

 

From the VCA Portal 
Homepage click on My Tasks 

Click on the AES BES 
Clearance Required task 

If you a have already submitted an AES BES 
Application, click on the drop-down arrow 
to add the AES BES validation number to 
the Type Approval work order 

 

 

Click on the magnify button  

  

Tick next to the required AES BES 
validation number and click on Select 
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Click on Update work order 

The AES BES validation number 
will be added to your Type 
Approval application 

 

Click on Complete task 

  

If you a have NOT submitted an AES BES 
Application, click on submit an AES BES 
Assessment application and follow the 
instructions below 

 

Note: after submitting the AES BES 
application return to this task to link the 
AES BES validation number to the Type 
Approvel application 
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Submitting an AES BES Assessment Application 
You can access the AES BES Assessment application form by following the link from a task or via the 
portal homepage. 

 

From the portal homepage click on AES BES 
Assessment application 

 

Or 

 

Click on submit an AES BES Assessment 
application from a portal task 

Enter a Project name or meaningful reference 
and click on Continue 

  

Click on the magnify button to add the 
invoicing account 

 

Select Yes if you require a Purchase order 
number on your invoice 

If Yes is selected you have the option to add a 
Purchase order number 

 

Click on Continue 
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Select from the drop-down list of Approval 
Schemes 

 

Note: The following steps will be dependant on 
the scheme selected 

Select New assessment or Update to existing 
AES BES from the drop-down Product 
requested 

Select whether you have previously 
submitted documentation for the 
assessment, and it has been approved 

 

If selecting Yes enter the work order or job 
number 

  

If applying for an Update to existing AES 
BES click on the magnify button to select 
the AES BES validation number 

 

Tick next to the validation number and 
click on Select 
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If applying for GB Scheme, select if the application 
relates to an in-progress GB type approval 
application (submitted via the VCA portal) 

 

Enter the emissions approval types  

Click on Continue 

Click on Add GB Type Approval work 
orders to see the current approvals in 
progress on this invoicing account 

 

Tick next to the required Type Approval 
application(s) and click on Add work orders 

The work order(s) will be 
displayed in the grid 

Click on Continue 

Review the Guidance notes 

Click on Continue 
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If applying for GB Scheme, select 
the application type 

  

 

Click on Continue 

Complete the declaration details (Light Duty 
or Heavy Duty) 

 

If the GB Approval application is based on EU 
regulation 715/2007 select Yes and enter the 
EU Type Approval Number 

Tick to confirm agreement to the EU AES BES 
assessment declaration if required 

 

 

Tick to confirm agreement to the Defeat 
device declaration and Compliance with the 
real driving emissions requirements 

 

 

Click on Continue 
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Review the Light Duty or Heavy Duty AES BES 
impact data requirements  

  

  

Click on Continue 

Complete AES impact data for 
case #1 and case #2  

  

 

 

Click on Continue 
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You have the option to submit any additional 
information for the attention of VCA 

This is an optional field  

  

Click on Continue 

Review the Audit Schedule guidance 

  

Click on Continue 

You must upload at least one Supporting file 

Click on Add files to select your file(s)   

  

When all files are added click on Continue 
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Amend the Accepted by field if required and Tick to 
agree with the VCA Terms and Conditions 

  

 

Click on Submit application 

 

 

 

Your application has been submitted and you order 
number will be displayed  
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Finding AES BES validation number 

 

  

From your VCA Portal Homepage 
click on My applications 

  

 

 

 

 

Use the filters to find the AES BES 
orders and click on Update results 

Click on the order number 

 

 

 

 

Click on the Order items tab to view 
the New AES BES validation number 
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AES BES Impact Data Required 
If you receive an email following your application submission requesting additional data following 
the instruction below to complete the task 

 

Click on the My Tasks 

   

  

Click on the AES BES Impact Data Required 

Review the Impact Data requirements 

   

  

Click on the Continue 
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Complete AES impact data for 
case #1 and case #2  

  

  

  

Click on Continue 

Add any additional information 
for the attention of VCA 

  

  

  

Click on Complete task 
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AES BES Clearance Required 
If you receive an email following your application for Type Approval requesting and AES BES 
Clearance Required following the instruction below to complete the task 

  

Click on the My Tasks 

   

 

 

  

Click on the AES BES Clearance Required 

If you have not submitted an AES BES 
Assessment Application, click on submit an 
AES BES Assessment application and 
follow the instructions above 

After application click on the 
dropdown arrow to add the 
AES BES validation number 

 

Click on Edit work order 
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Click on the magnify button 

Tick next to the relevant Validation number  

 

 

Click on Select 

Click on Update work order 

 

 

Click on Complete task 
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Using the ‘Other’ Application Form 
The VCA have introduced an ‘Other’ Application form that can be used to apply for services outside 
the Type Approval standard application. The options on the ‘Other’ application form will be added to 
over time. 

 

From your VCA Portal Homepage 
click on Other applications 

Step 1 – Select an available service 
from the dropdown list 

Note: additional options will be 
available to select over time 

Click on What services can I apply for? to see a 
description of the current services offered via this form 

Once you have selected the service 
required click on Continue 
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Step 2 - Click on the magnify icon to 
see your invoicing accounts 

 

Tick the required invoicing account 
and click on Select 

If required select Yes for a Purchase 
order number required on invoice? 

 Enter the purchase order number if 
available (this is an optional field) 

 
Click on Continue 

Step 3 – Click on Add new order item 

Add a description of your requirements 
and click on Continue 
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Click on Add files to provide any supporting 
documentation for your application 

Click on Add order item 

To add more order items, click on 
Add new order item 

Or 

Click on the dropdown arrow and 
select Duplicate order item 

To edit the details select Edit 
order item 

 

Once all items are added click on 
Continue 

Step 4 - Click on Add files to provide any 
supporting documentation covering all 
order items 

Click on Continue 



  
 

Version: April 2025 

Using the VCA Portal Guide 

 

Click on the links to review The VCA terms and 
conditions and privacy notice 

Tick to agree to the terms and conditions and 
privacy notice 

 

Amend Accepted by if necessary and click on 
Submit application 

You will immediately receive your 
VCA order number 

Your request will be reviewed and 
processed by The VCA 



  
 

Version: April 2025 

Using the VCA Portal Guide 

Viewing the Status of an Application and Adding Documentation 

 

From your VCA Portal Homepage 
click on My applications 

 

Use the filters to find the required 
customer order 

Click on the order number to see the 
details of the customer order and 
work order items 

 

Select Progress to view the 
progress of all items in your order 

Select Documents to review 
and add files at order level 

Select Order Summary to 
see the full order details 

To see the details for an order 
item, or review and add 
documentation, click on the 
order title or dropdown arrow 
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Viewing your Certificate and Documentation 
Certificates and Approval packs will be uploaded on the order item and available to you on the VCA 
Digital Portal. You will receive an email notification when documentation is added in the portal. 

 

Click on the link from the email 
to sign into the portal 

 

 

From the home screen select 
My applications 

Find the order and click on 
the Order number to view 
the details 

See the order item details by 
clicking on the ‘Title’ or 
dropdown arrow and ‘Details’ 

Click on the Documents tab 
to see all documentation 
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Adding, Editing and Deleting Addresses 
You can manage the addresses stored in your VCA portal account via ‘My addresses’. 

 

To amend or delete an address select 
My addresses from the home screen 

 

To add a new address 
click on Add new address 

Add Address name, add the Invoicing account and 
Address type from the dropdown lists 

  

Input part of an address and click on Find Address 

Choose an address line from the dropdown list 

 

Check the address information and click on Add new 
address 

To Edit or Delete and address:  

click on the dropdown arrow and 
Edit address or Remove address 
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Using My Document Actions 
All documentation you supply to The VCA will be reviewed and validated when the order is 
processed. If you receive notification that you need to supply revised or additional documentation 
you can access and respond to this request via ‘My document actions’ in the VCA portal. 

 

If an adjustment in documentation is 
requested by email 

Click on My document actions 

The validation status and notes will be visible 
for each order until accepted 

Click on the order number 
you want to revise 

Scroll to the bottom of the 
order details 

 

Click on Add files 

Click on Choose Files and select the new documentation 

To replace the existing files tick, Overwrite existing files 

  

Click on Add files 

Orders will disappear from My 
document actions when all files 
have been validated 
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Using My Tasks 
If you have requested an Estimate or are required to submit additional information for an order 
from The VCA you will receive an email with the details and instruction to access My tasks in the 
VCA Portal. 

 

  

If a task is requested by email 

Click on My tasks 

 

 

Click on the task to access the 
details and perform the requested 
action 
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Adding an Additional Invoicing Account 

 

To request an additional 
invoicing account first 
select Invoicing 
accounts  

Click on Add invoicing 
account 

Complete the required fields   
 
Select the Company type from 
the dropdown options 

Company registration number (or Unique 
company identifier) and VAT number will 
be mandatory dependant on the Company 
type 

  

Complete all fields and select Continue 
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Select invoicing currency/currencies 

Note: selecting multiple currencies will create 
additional invoicing accounts for selection  

 

 

 

 

 

 

Select your preferred processing office from the 
dropdown list 

 

Complete all fields and select ‘Continue’ 

Complete your name and address details 
 
Input part of an address and click on ‘Find Address’  

Choose an address line from the dropdown list 

  

This is the name and address that will be used as 
the main contact 

You will be required to enter your email address 
twice for validation 

  

Note: this is the email address that will be used as 
the sign-in to the portal 

 

Click on ’Continue’ 
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An ‘Application complete’ message will 
appear on screen 

Your request will now be checked and 
approved 

Please wait for the confirmation email to 
create your portal login 

Either select ‘Send invoices to the 
primary contact’ or enter additional 
name and address details 

  

Click on ‘Submit account registration’ 
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Adding a User to your Invoicing Account 

 

 

 

To give a user access to 
submit applications under 
your invoicing account: 

Select Invoicing accounts 

Click on the required account 

Select Add new user 

 

Enter the name and email address and 
click on Add new user 

To remove a user, click on the 
dropdown arrow and select 
Remove account user 

The user will receive an email to 
notify them of their removal 
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Opt-in to VCA Europe S.r.l. services 
You can apply for services from VCA Europe S.r.l. once you have an approved Invoicing Account with 
VCA Europe S.r.l. To apply for an account first Opt-in to VCA Europe S.r.l. services via My Details. 

 

  

Click on My details 

  

Select Yes to change Opt-in to VCA 
Europe S.r.l. services  

 

 

 

 

 

 

 

 

 

Click on Update 

 

You will now have access to additional options in the Type Approval application process. 

Note: You must have an approved VCA Europe S.r.l. invoicing account to use these services. 
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Registering a VCA Europe S.r.l. invoicing account 
Opt-in to VCA Europe S.r.l. services and have an approved VCA Europe S.r.l. invoicing account to 
apply for GB, UNECE and EU scheme via the portal. Apply for a VCA Europe invoicing account via 
Invoicing accounts in the portal. 

 

To request an additional invoicing 
account first select Invoicing 
accounts  

 

 

Click on Add VCA Europe S.r.l. 
invoicing account 

Note: this option will only appear after 
selecting Opt-in to VCA Europe S.r.l. 
services in My Details 

Complete the required fields   
 
Select the EU Customer from the 
dropdown options 

Enter the Company registration number (or 
Unique company identifier) and VAT 
number 

  

 

 

 

Complete all fields and select ‘Continue’ 
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Select one currency for invoicing 

 

 

 

Select VCA Europe S.r.l. processing office from 
the dropdown options 

Click on Continue 

Complete your name and address details 
 
Input part of an address and click on ‘Find Address’  

Choose an address line from the dropdown list 

  

This is the name and address that will be used as 
the main contact 

Enter the email address twice 

  

Note: this should be the same email address you 
use to sign-in to the portal 

  

Click on ’Continue’ 
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An ‘Application complete’ message will 
appear on screen 

Your request will now be checked and 
approved 

Please wait for the confirmation email to 
create your portal login 

Either select ‘Send invoices to the 
primary contact’ or enter additional 
name and address details 

  

Click on ‘Submit account registration’ 

Note: the VCA Europe S.r.l. invoicing account will not appear in the portal until it has been approved. This can 
take approximately 3 days 

When your VCA Europe S.r.l. 
invoicing account has been approved 
you will have the access to apply for 
all EU Schemes 
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Applying for GB and EU Type Approval 
Opt-in to VCA Europe S.r.l. services and have an approved VCA Europe S.r.l. invoicing account to 
apply for GB and EU Type Approval on one application. This feature will create two orders which are 
invoiced individually. 

 

Click on Type Approval application 

 

Enter a Project name or meaningful 
reference 

Select from one of the available options to 
apply to VCA Europe S.r.l or Both 

Step 2 

Click on the magnify glass to select both VCA 
and VCA Europe S.r.l. invoicing accounts. 

Note: invoicing accounts must be approved 
to be visible 

Select Yes if you require a purchase order 
number on your invoice, or No 

Please supply the number if available 

  

  

Select Yes if you would like an estimate, or No 

  

Click on Continue 
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Step 3 

All fields in this step are optional however adding 
them at this level will allow quick use of this 
information in order items 

Add details for: 
 
Manufacturer Approval Holder name - enter the 
name as appears on the approval documentation 

Manufacturer Approval Holder address - click on the 
magnify button to Add a new address or use an 
Existing address  

When adding a new address enter partial address 
details and click on Find address 

  

Select the address from the dropdown list 

Complete any missing details and Add New Address 

Tick next to an existing address and click on Select 

or 

Click on New to add a new address 

Add the Trade name or mark, Type, General 
commercial description, Means of 
identification of type and Location of 
Marking as detailed on the approval 
documentation 
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Add address details for: 
 
Manufacturing plants - select New address to 
add an address or Existing address for an address 
previously added. You can add multiple plant 
addresses 
 
Manufacturer’s representative’s name - enter 
the name as appears on the approval 
documentation  

Manufacturer’s representative’s address - click 
on the magnify button to Add a new address or 
use an Existing address added previously  

 

Click on Add vehicle categories to 
add one or more vehicle category 
and vehicle sub-category  

  

Use the search to narrow the list of 
vehicle categories 

 

Tick the vehicle categories required 
and click on Add vehicle categories 

  

Click on Continue 

  



  
 

Version: April 2025 

Using the VCA Portal Guide 

 

Step 4.1 

Select the required method of inputting work 
orders 

Click on Digital form  

Select Continue 

Step 4.2 

To add details for each work order item, click 
on Add new order item 

Select an GB scheme from the dropdown list 
of options 

 

 Applying for GB Type Approval 

Add order item – Step 1.2 

Complete the item details: 

Approval action – for instance New approval, 
Extension or Revision 

Approval Authority – this is a locked field and 
will be VCA for all GB scheme applications  

Base legislation - choose from the dropdown list  

Amending legislation - choose from the 
dropdown list 

Annex – only selectable is there is a relevant 
annex for the legislation 
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If EU Scheme requested complete the EU legislation 
details 

Step 1.3 

Base legislation - choose from the dropdown list  

Amending legislation - choose from the dropdown 
list 

Annex – only selectable is there is a relevant annex 
for the legislation 

Click on the magnify glass to add a New or Existing 
Manufacturer’s EU representative Address if 
required. 

 
Click on Continue 

Add order item – Step 2 

If you have entered Vehicle Categories in 
step 3 of the order these will appear 
automatically after a few seconds 

Or click on Add vehicle categories to add 
one or more Vehicle categories  

Click on the dropdown arrow to remove a vehicle category 

Click on Continue 

Click on the magnify glass to add a New or Existing 
Manufacturer’s GB representative Address if required. 

  

 

Select No for having an EU Test Reports 

Select Yes if you require a Provisional Approval number 

Select Yes if this is a request for Multi stage approval 

Select Yes if you require the vehicle registered within the EU 
scheme - Note: this option will create two customer orders 
invoiced individually 

  
 
Click on Continue 
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Add order item – Step 3 

If you have entered Certification 
information in step 3 of the order these will 
appear automatically after a few seconds  

Or enter the information for the certificate 
in the fields 

  

Click in a field to amend any of the default 
information 

  

  

Click on Add new or existing addresses or 
click on the arrow to remove a plant address 

  

  

Click on Continue 

Click on Add Files to add supporting 
documentation relevant to a single order 
item 

If documentation is applicable to all items 
add at a later step (see below)  

 
Click on Choose Files 

Select one or more files and click on Open 
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To add another Work Order item either: 

Click on Add new order item and 
complete the details as above 

Or: 

To add a Work Order item with similar 
details - Click on the dropdown arrow 
and select Duplicate  

Click on the arrow and select Delete to 
remove a file 

  

 

 

Click on Add order item 

  

Click on Add files 

  

If selected both EU and GB Scheme 
two order items will be created 
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The duplicate work order item will 
appear at the top of the list 

  

Select the dropdown arrow and 
Edit to amend any details as 

  

Repeat the steps above for any additional 
work order items 

Note: Edit the EU application to add the 
Approval Authority 

 
Click on Continue  

Step 6 

Tick to confirm agreement to the VCA and 
VCA Europe S.r.l. terms and conditions 

   

 

Click on Submit application 

Step 5 

Select Add files to add the required 
documentation 

  

Click on Continue 
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You will be supplied with a VCA and a 
VCAE order number 

 

Please use the order number in any 
communications with VCA or VCA Europe 
S.r.l. 

To see progress or add supporting files to 
either order access My applications 

 

 

Click on an order number to view the 
details and add files 
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How to contact us 

 

To contact us via email open www.vehicle-certification-agency.gov.uk/vca-portal 
and select Find out more for queries on using the portal  

To provide feedback on the VCA Portal click 
on the feedback link in your Portal Homepage 

http://www.vehicle-certification-agency.gov.uk/vca-portal
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