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This guidance will provide you with the information you will need to be able to make, and also then manage, a 

driver assessment booking from within your online customer account on the Taxi and Private Hire Portal.

The steps shown within this guidance will take you through all the details that will be needed to successfully allow 

you to:

• Make a booking for your driver assessment(s)

• Manage any existing booking(s) for your driver assessment(s). This would be to allow you to re-schedule or 

cancel your existing booking(s)

• View the outcome/result of any driver assessment(s) you have sat and completed
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When referring to a driver assessment within this guidance, this means that we are referring to either of the 

following:

• A topographical skills assessment

• An English language speaking and listening test

• A safety, equality, regulatory understanding (SERU) assessment

Depending on your circumstances, you may be required to make a booking to sit and pass any, or all, of these 

assessments

In order to book, or manage, any assessment(s), you will need to ensure that you have considered your availability 

to attend the required the location, date and time for your required assessment(s)
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Please do therefore check that you meet the following criteria to be able to make and/or manage your 

driver assessment booking(s) via your online customer account:

You are required to sit the relevant driver assessment(s) in support of your application 

or licence.

You have an ‘active’ and valid online customer account on the Taxi and Private Hire 

Portal 

You have either submitted an application for a London PHV Driver’s Licence or you are 

the holder of an existing London PHV Driver’s Licence
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You will then need to log-in to your online customer account to start the process of making, or 

managing, your driver assessment bookings
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Navigate to the Customer Portal home page

Click Login

When prompted, enter your 

Username/Email and 

Password and then click 

Login
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Click on the Manage My 

Bookings option

When you log-in to your online customer account on 

the online portal, your Dashboard is displayed
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The Manage My Bookings 

page is displayed

The Schedule New Appointment 

page will be displayed

Read the Guidance Note and 

scroll down the page

Click +New Appointment

Read the Guidance 

Note
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Select the record.

Click Save & Next

Your assessments to be 

sat/passed will then be 

shown

Select the 

Application/Licence for 

which you need to book 

your assessment(s)
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The Choose Date & Time 

section is displayed

Based on your chosen date, then select 

your preferred time slot for the 

assessment(s)

Select an assessment 

centre and then the 

Preferred Assessment Date
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Click Proceed to Payment

A confirmation pop-up message will 

be displayed

Please note: When a slot has been selected, it 

will be held for 30 minutes. If your booking is not 

successfully completed (e.g. payment is 

declined), the slot will be released
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The Make Payment page is 

displayed

You will be re-directed to make 

the required payment

The Payment page is displayed

You will see your Transaction 

Reference Number shown

Verify the Charges and fees payable for 

your assessment booking and then click 

Pay Now
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The Payment Gateway 

Portal page is displayed

Enter your Payment Details and click 

Pay Now to make the payment

Please note: You will be allowed 3 attempts 

to make a successful payment
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A Payment Success message is displayed

Select the Click Here to View booking 

details link to view your assessment 

booking details

Please note: You will then be redirected back 

to the Taxi and Private Hire Portal
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Your Appointment booked details are 

displayed

You can scroll down the page for more 

information which includes commonly 

asked questions about your assessments

Should you want to, you can view your booking confirmation by 

selecting the Click to download your booking confirmation letter
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• Once you have completed your driver assessment booking, including making the necessary payment, you will 

receive a payment receipt via the online portal and, depending on your preferred method of communication 

(PMOC), also via email

• You will also receive a booking confirmation letter

• You will be able to check the progress of, and manage, any of your driver assessment bookings by using the 

Manage My Bookings option that is available within your online customer account

• After you have sat your assessment(s) and we have reviewed and determined the outcome of them, you will be 

able to check the outcome within your online customer account. You will also receive a letter confirming the 

outcome of your assessment(s)
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- Re-schedule an existing booking
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When you log-in to your online customer account on 

the online portal, your Dashboard is displayed

Select the Manage My 

Bookings option
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Your available bookings will be shown

Click Okay

A pop-up window will appear 

with a count of any rescheduled 

or cancelled appointments

From your current bookings 

click on More and then select 

Reschedule Appointment

Please note: You are not 

allowed to reschedule (or cancel) 

a booking more than twice
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The Reschedule Assessment page is displayed

Select an Assessment 

centre and then the Preferred 

Assessment Date
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Click Confirm.

A confirmation pop-up is displayed

Based on your chosen date, then select 

your preferred time slot for the 

assessment(s)
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A pop-up window confirms that your 

assessment reschedule request has 

been submitted

Select Reason for rescheduling 

Assessment and then click Reschedule

How to Manage a Driver Assessment Booking: Re-schedule

Please note: A booking confirmation 

letter will also be issued for the re-

scheduled assessment(s)

You can select View Details to see the 

relevant assessment booking details
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- Cancel an Existing Booking
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When you log-in to your online customer account on 

the online portal, your Dashboard is displayed

Select the Manage My 

Bookings option
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Your available bookings will be shown

A pop-up window will appear 

with a count of any cancelled or 

rescheduled appointments

Please note: You are not 

allowed to cancel (or reschedule) 

a booking more than twice

From your current bookings 

click on More and then select 

Cancel Appointment

Click Okay
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The Cancel Assessment page is displayed

Confirm the Reason for cancelling 

Assessment and then click Cancel 

Booking

How to Manage a Driver Assessment Booking: Cancellation

Read the Guidance Note



Taxi and Private Hire Portal

A pop-up window confirms that your 

assessment booking has been 

cancelled

Click Yes, cancel

How to Manage a Driver Assessment Booking: Cancellation

A pop-up window is displayed asking for 

cancellation confirmation

You can select View Details to see the 

assessment cancellation details
Please note: A letter confirming that 

the assessment(s) have been 

cancelled will also be issued
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- View your Assessment Outcome/Result
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When you log-in to your online customer account on 

the online portal, your Dashboard is displayed

Select the Manage My 

Bookings option
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Your available bookings will be shown

From your current bookings 

click on More and then select 

Assessment Outcome

Historical Record page is displayed with 

the outcome of all your assessments shown



We hope that you have found this information 
helpful and that you have been able to 
successfully make, and then manage, a driver 
assessment booking from within your online 
customer account.

Should you have had any difficulty with this, 
please contact us at assessments@tph.tfl.gov.uk

Guidance and Support
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