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Logging in to the portal                      Back to top

You'll need a RealMe login first
You need a RealMe login to create or access an account. It doesn’t need to be a RealMe verified identify. 

If you don't already have one, you can set up a RealMe login when you first access the portal. 

hvportal.nzta.govt.nz

You'll see the portal access screen once you've logged in to RealMe or created your RealMe login,.

Enter your first name, last name 
and your email address.

Click Send verification code if 
you're logging in the first time.

Click Create a RealMe login if 
you don't already have RealMe.

Enter your username and  
password if you have RealMe.

https://hvportal.nzta.govt.nz/
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Next, you'll get the option to change your email address. If you don't want to change your email address, click 
Continue. You'll go to the page to enter your phone number.

Once you verify your phone number, you'll go to the portal dashboard.  

Create an operator account              Back to top

Whoever has oversight of all permitting in the organisation should create the account. 

When you create an operator account, you're the administrator or owner and can invite other users. 

You'll have full permissions in the system to add users, manage permits and save TSL details.

To create an account, you'll need:

• your RealMe login details

• your TSL number (this is 5 or 7 digits long)

• your New Zealand Business Number (NZBN), if you have one.

If you hold a transport service licence (TSL) and apply for heavy vehicle permits, you need to create an account 
to manage your permit applications. Only one account can be created for each TSL number.

You can also create a vehicle library to make applying for permits quicker and easier. You must have an account 
before you can enter the vehicle library information.

Enter the verification code.
If you haven't received the code, 
check your spam/junk folder. 
If you don't receive the code 
after 10 minutes, click Send new 
code.

Click Verify code. 

Use the drop down arrow to 
select your country code.

Click Send code or Call me.

Enter your phone number.
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It's a short process to set up an operator account. 
You'll need to do it in one go as it only saves when you finish the process.

Click Create an operator 
account.

Enter your TSL 
number and click 
Show details.

Read the information 
and check you have 
everything you need.

Click Create when you're 
ready.

Enter your BESS 
company number if 
you're applying for 
overweight permits.

Click Next.
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Operator information 
for this TSL appears. 
Check it's the right 
information.

Click Next.

Click Create operator 
account.

Read the terms and 
conditions and click 
the check box to agree 
to them.

Click Back if you need 
to change anything.

Check the information 
is correct.

STINGRAY LTD

STINGRAY LTD

STINGRAY LTD

123456

1234567891011
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Invite users to join an account             Back to top
Go to the account you want to add users to.

You'll see a screen confirming the invite has been sent.

Click Go to account to 
add users. Or click Go 
to dashboard.

Click the Users tab.

When users 
screen appears, 
click Invite user.

Use drop down list 
to select the user's 
permissions.

Enter the email 
address of the user 
you want to invite.

Click Invite.

You can invite more 
than one person at 
a time.
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Accept invite to join account             Back to top
You may get an email invite. If you can't find it, check your junk/spam folder.

The link to the portal will take you to the online services access portal.

You'll go to the redeem invitation code screen.

Click Use invitation 
code.

Copy Invitation code.

Click link to portal.

You have 14 days to 
accept the invitation.
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You'll go to the RealMe log in.

Enter invite code.

Enter email address.
It must be the same 
email the invite was 
sent to.

Click Continue.

Click Create a RealMe login if 
you don't already have RealMe.

Enter your username and  
password if you have RealMe.
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Create a vehicle library               Back to top
You can save as much or as little of your vehicle information as you want. The fields are optional so you don’t 
have to do it up front, you can enter the information when you apply for vehicle permits. 

But doing it first will save you time when you apply for a permit.

Log in to the portal to your dashboard.

You'll see the details of your account.

You'll go to the add vehicle screen.

Click View.

Click the Vehicle 
library tab.

Click Add vehicle.
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You'll see details of 
the vehicle from MVR.

Enter a plate number 
and click Find vehicle. 

Enter you own  
reference for the 
vehicle.

Enter the information 
for each axle.

When you've entered 
all the information 
you want to, click 
Save vehicle.

Click the check box if 
it's a steering axle.



Heavy vehicle permit portal user guide  |  11 of 18

Apply for a permit – higher mass example          Back to top
Log into the portal. You'll find the Apply for a permit button on:

• the left hand menu

• the permits tab

• the applications tab.

You"ll go to the portal application page.

Click Apply 
for a permit.

Click the check 
box for the 
type of permit 
you need. You 
can apply for 
higher mass 
and overlength 
together. 

Read the notes 
and use the 
links for more 
information to 
help you work 
out which type 
of permit you 
need.

Click Next.
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You'll go to step one of the application process – the permit information page.

On each permit page you'll find a Save, Next and Back button. 

Use the Save button when you want to come back to the application later. 

The Next button takes you to the next page and automatically saves the application as well. 

The Back button takes you to the previous page.

You'll go to the vehicle combination page.

Click the drop down 
arrow to select the 
account for the  
application.

Enter an identifier 
such as a purchase 
order or reference 
number. This will be 
on your invoice. 

Click Next.

Enter all the vehicle 
combinations you 
need to and click 
Next.

Click the drop down 
arrow to select the 
vehicle type.

Enter the vehicle 
dimensions.

Click to select axle 
weight flexibility.

Enter the plate  
numbers or use the 
drop down arrow to 
select a vehicle from 
your vehicle library.

Add combinations if 
they have identical 
specifications.

#123456)
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You'll go to the prime mover information page.

You'll go to the route information page.

Check the information 
is correct.

Enter axle details.

Click the check box if 
it's a steering axle.

You must complete 
all fields with a red  
asterisk. 

Make sure you  
complete the fields 
for each axle.
Check the details are 
correct.

Click Next.

Enter axle details for 
the trailer if required.
Check the details are 
correct.
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Click one option.  
A route from an  
existing permit, a 
new route, or both.

Select the journey type. 

You can check the 
approved network if 
you need to. 

If you select outside 
approved network 
more options show. 

Click Next.

Add the existing 
permit reference 
number.

Click one option.  
North or South Island 
or both.

Upload any supporting  
documents. 

List the required 
routes. You can use 
the route description  
template for guidance.
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You'll go the additional information page.

You'll go to the review and confirm page.

Add any other documents 
or comments to support 
your application.

Click Next.

Check all the details 
are correct. 

Add another email  
address if you want 
the permit to go to 
someone else as well. 

Read the declaration, 
then click the check 
box to declare you're 
submitting true and 
correct information.

Click Submit 
application.

Click Back if you need 
to go back and change 
anything.
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You'll see a message confirming your permit application is submitted. 

You can return to your dashboard which will show that you have a permit submitted for approval.

Edit user details on the permit portal           Back to top
Log into the portal to your dashboard.

You'll go to the edit contact information page.

Click Close to return 
to your dashboard.

Click My profile. 

Click Change contact 
information. 

Click How to change 
your password on 
RealMe if you want 
to change your login 
details. Note this will 
affect all services you 
use RealMe for.

Click Update email to 
change your email. 

Click Update phone 
number to change 
your number.
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A pop-up window will appear.

Duplicate an application            Back to top

The portal has a duplicate function you can use to save time. For example, if you have more than 10 
combinations to enter then duplicate can help.

The four places you'll find the duplicate button are:

• on the permit application confirmation screen 

• in your operator account, where you can view the existing permit applications 

• when you open a permit application from your operator account 

• when you open a permit from the permit list.

Enter your email 
address. 

Click Send code. A 
code will be sent to 
the email address.

Enter the code sent to 
the email address.

If you don't receive a code, 
check your spam/junk  
folder. Check you've  
entered the email address 
correctly and click Send 
new code.

Click Done to close 
the pop-up window.

Click Confirm code.
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More information                Back to top
Visit our website for more information about the portal.

nzta.govt.nz/hv-permit-portal

Contact the NZTA Permitting team if you need help. 

hpmvinfo@nzta.govt.nz 

0800 699 000

http://www.nzta.govt.nz/hv-permit-portal
mailto:hpmvinfo%40nzta.govt.nz%20?subject=

