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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

EVERY JOURNEY MATTERS
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When referring to a driver assessment within this guidance, this means that we are referring to either of the

following:

» Atopographical 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 have either submitted an application for a London PHV Driver’s Licence or you are
the holder of an existing London PHYV Driver’s Licence

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

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

You will then need to log-in to your online customer account to start the process of making, or
managing, your driver assessment bookings

e EVERY JOURNEY MATTERS
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MAYOR OF LONDON Taxi and Private Hire Portal

= oA we o | [ Navigate to the Customer Portal home page

Welcome to London
Taxi and Private Hire

Welcome to the customer portal for all of our London taxi g
and private hire customers.

Should you wish to apply for a licence for the first time,
then you can register for an online customer account and
then apply for the licence that you require.

ol nce holders, you can use
manage any application(s)

that you have submitted to us or any existing licencel(s)
that you already hold, including your renewal.

—
TRANSPORT 1 , :
e FOR LONDON Home Services Help & Support Search Q ‘ m

Login

Login

Username/Email

test-1780109-37@tphuat.com
L

When prompted, enter your

Username/Email and [

Password and then click
Login

Don't have an account? Register Now

e EVERY JOURNEY MATTERS
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MAYOR OF LONDON

.e TRANSPORT When you log-in to your online customer account on
the online portal, your Dashboard is displayed

Taxi and Private Hire Licence Portal Screen Reader TFL Portal

Dashboard Overview Driver Licence

Services

Welcome to your online customer account with Taxl and Private Hire (TPH).
©On this page, you will see an overview of any/zll applicationis) for a licence that you have submitted to us, any licences you already hold or any outstanding payments you need to make. Select View all in the

Track Your Application

Application Updates or Pending Transactions section to see more details.
You will also see 3 separate. specific tab for each type of licence that you have applied for, e.g. Driver Licence, Vehicle Licence, Operator Licence.
Manage My Bookings

Note: Select “Services' in the lefthand menu for more options in respect to the available services we offer within your account, including applying for a licence.

Payments

Correspondence Application Updates View all Overview Guidance

Reference Inftiated Application Updates: Shows you the details

e Reference Type Request Name VRM on Status Action and current status of 2ny application(s) for 3
licence you have submitted to us
Diriver PHV Driver Licence - New Driver Assessments . .
. . o . 20/12/2024 More My Licences: Shows you the details of any
Application/Licence Application (Cnline) in Progress licencels) that have been granted to you,

including any current licence held. Select
‘Manage’ to view the options that are available

for each licence

Pending Transactions: Shows you the details

© Copyright 202I. All rights reserved by Transport for London

Click on the Manage My
Bookings option
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MAYOR OF LONDON Taxi and Private Hire Licence Portal Screen Reader  TFL Portal

TRANSPORT 9
FORLONDON v

On this page, you will be able to make a booking when you are required to do so, eg: for a vehicle inspection or a driver assessment. To do this, please select New
Dashboard Appointment.
You can also change or cancel any existing booking already made.

The Manage My Bookings

page is displayed

Services

Schedule Booking +New Appointment

. - s Click +New Appointment
20 December, 2024

Payments

Booking Reference Booking Type Date & Time Centre Name

No Data Found

Correspondence

MAYOR OF LONDON Taxi and Private Hire Licence Portal Screen Reader  TFL Portal A A A+
TRANSPORT
FOR LONDON

Dashboard Schedule New Appointment

© Copyright 202I. All rights reserved by Transport for London
Services

Track Your Application < @ Fill in General information @ Choose Date & Time ‘ @ Make Payment

s 0 coomrn Read the Guidance

Correspondence Private Hire N O t e

« Please select the application/ licence you
wish to make a booking for. The applicable
assessment(s) will then be displayed.

« Please select ‘Save & Next' to access the q
S

available assessment slots.

The Schedule New Appointment
page will be displayed

Read the Guidance Note and
scroll down the page

© Copyright 2021. All rights reserved by Transport for London
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MAYOR OF LONDON | Taxi and Private Hire Licence Portal Screen Reader  TFL Portal

TRANSPORT P

confirmation details will be displayed.

T f
i Sr.no ?'pe ° Process Application/ Licence Number Process Start Date Customer Name Status Select
Services Licence
PHV Driver Licence - New Initial Review
_— | PHY DAPP50080564 20/12/2024 Mr John C
Track Your Application I Application (Online) o r-ohntena Completed @ I

Manage My Bookings

Payments

Select the
Application/Licence for
Your assessments which you need to book
L L your assessment(s)

Type of Assessment

Correspondence

English Language speaking and listening

Your assessments to be
Safety Equality and Regulatory Understanding (SERU) Sat/passed Wl” then be a

’ Save & Next .
© Copyright 2021. All rights reserved by Transport for London

Click Save & Next

e EVERY JOURNEY MATTERS
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MAYOR OF LONDON | Taxi and Private Hire Licence Portal Screen Reader  TFL Portal

TRANSPORT 1?
e FOR LONDON Search Q o

The Choose Date & Time
section is displayed

Schedule New Appointment

(<) Fill in General information Ch e (3) Make Payment

Track Your Application

Manage My Bookings

Payments

Please select an assessment centre

shfield House, 7 Beaumont Avenue, West Kensington, London , Wi4 9UY
Ashfield House, West Kensington

Correspondence

Preferred Assessment Date & Time MAYOROF LONDON |  Taxi and Private Hire Licence Portal Screen Reader  TFL Portal

TRANSPORT ?
e FOR LONDON Search Q i

Preferred Assessment Date

2312/2024

Praceed to Payment Back

© Copyright 2071, Al rights reserved by Transport for London Preferred Assessment Date & Time

Services

Preferred Assessment Date
Track Your Application

Manage My Bookings

Payments

I 23/12/2024 E

Select an assessment
centre and then the
Preferred Assessment Date

Available Slots

Correspondence
Showing slots from 23 December, 2024 to 29 December, 2024 (63 slots available) Previous week Mext week

23 December, 2024 24 December, 2024 25 December, 2024 ‘ 26 December, 2024 | 27 December, 2024 28 December, 2024 29 December, 2024 |

Monday Tuesday Wednesday Thursday Friday Saturday Sunday

12:00 to 13:00

Based on your chosen date, then select e

your preferred time slot for the A
assessment(s

© Copyright 2021. All rights reserved by Transport for London
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f X Closel A confirmation pop-up message will

............ be displayed

Are you sure you want to book the following slot? Please note: When a slot has been selected, it
Do 26 December 202 will be held for 30 minutes. If your booking is not

Centre: Aahfed House. West Kenaneton | successfully completed (e.g. payment is
- ‘ declined), the slot will be released

MAYOR OF LONDON | Taxi and Private Hire Licence Portal
TRANSPORT
FOR LONDON

Dashboard

Preferred Assessment Date & Time
Services

Click Confirm

Preferred Assessment Date

Track Your Application

I 23/12/2024 o]
Manage My Bookings
Payments :
ymen Available Slots
Correspondence
Showing slots from 23 December, 2024 to 29 December, 2024 (63 slots available) Previous week Next week

13 December, 2024 24 December, 2024 25 December, 2024 ‘ 26 December, 2024 ‘ 27 December, 2024 28 December, 2024 29 December, 2024 ‘

Monday Tuesday Wednesday Thursday Friday Saturday Sunday

12:00 to 13:00

&3 Slots Available
Selected

Click Proceed to Payment A

e EVERY JOURNEY MATTERS
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nnnnnnnnn

The Make Payment page is
displayed

The Payment page is displayed

N erence Number : 3284486

T T You will see your Transaction
— Reference Number shown

right 2021. Al rights reserved by Transpart for London

Verify the Charges and fees payable for
your assessment booking and then click
Pay Now

You will be re-directed to make
the required payment

e EVERY JOURNEY MATTERS
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Payment Details

Card Mumber wisa

Expiry Security Code

-

Cardholder Name

For added security you will be transferred to your bank's card verification page

® PROCEED TO VERIFICATION

IRy 256
|® = |

Enter your Payment Details and click

Pay Now to make the payment

FORLONDON

EVERY JOURNEY MATTERS

The Payment Gateway

Portal page is displayed

Please note: You will be allowed 3 attempts
to make a successful payment

Payment Details

Card Number wisa

Expiry Security Code

Cardholder Name

|

For added security you will be transferred to your bank's card verification page

EVERY JOURNEY MATTERS
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Thank you, your payment has been successful for Transaction Reference Number

A Payment Success message is displayed

Your booking is confirmed with booking No SCB200000194275. Click Here to view
booking details.

Please wait, you will be automatically redirected to TfL Site in 5 second Please note. You WI” then be red|reCted baCk
p to the Taxi and Private Hire Portal

MAYOROF LONDON | Tl and Private Hire Licence Portal

FOR LONDON

Your payment request with transaction reference number i00IZ7894 has been successfully paid,

Your bocking Is confirmed with booking No 5C BZDGDGD]N?I. Click Here to view booking details.

Select the Click Here to View booking

details link to view your assessment
booking details

e EVERY JOURNEY MATTERS
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MAYOROFLONDON |  Taxiand Private Hire Licence Portal s« YOUr Appointment booked details are
O n displayed
FOR LONDON

You can scroll down the page for more
information which includes commonly
Appointment booked asked questions about your assessments

Your Assessment details have also been sent to you via email Payment receipt

Dashboard

Services

Track Your Application Assessment Centre DA Fee ELR Ist Attempt £36.00

Ashfield House, West Kensington, Ashfield House, 7 Beaumont DA Fee SERU Ist Attempt £36.00
Manage My Bookings Avenue, West Kensington, London, Wi4 9UY DA Fee Topographical Ist £36.00
Assessment Name Attempt
Payments Topographical skills assessment English Language speaking and listening, Safety Equality and Regulatory Understanding Payment total £108.00
[SERU)
Correspondence Assessment ID
SCB200000194275

Date and time
26/12/2024 12:00

Click to download your booking You can contact us by email at
confirmation letter assessments@tph.il. gov.uk

How to contact us:

Should you want to, you can view your booking confirmation by
selecting the Click to download your booking confirmation letter

e EVERY JOURNEY MATTERS
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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 emaill

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)

e EVERY JOURNEY MATTERS
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MAYOR OF LONDON | Taxi and Private Hire Licence Portal Screen Reader TFL Portal A A A+ ‘

© s, When you log-in to your online customer account on

Dashboard

Services

the online portal, your Dashboard is displayed

Cvarview

Welcome to your online customer account with Taxi and Private Hire (TPHI.

On this page, you will s2a an overviaw of anyall applicationis] for a licence that you have submitted to us, any licences you already hold or any outstanding payments you need to make. Salect View all in the Application Updates or Pending Transactions section to see more

Track Your Application
datails.

¥You will also see 3 separate, Specific tab for each type of Ucence that you have applled for, e.g. Driver Licence, Vehicle Licence, Operator Licence.
Manage My Bookings
Mobe: Select ‘Services’ In the lefthand menu for more options In respect to the avallable services we offer within your account. Including applylng for a Ucence.

Payments

App . View all Owerview Guidance

Application Updates: SHOWS you the detalls and current status
Referenca Mumb2 Reference Type Request Mame Inftiatad on Status Action

of any applicationds) Tor a licence you have submitted to us

My Licences: Shows you the details of any licenceis) that hawve
been granted to you, Including any current Ucence held. Salect

Select the M an ag e My ‘Manage’ to view the opticns that are avallable for each

Licence

B O O k i n g S 0 pti O n Pending Transactions: Shows you the detalls of any paymantis)

that you are required to make to us. Selact Wiew all to sae full

datails and Make any paymentis) due

My Licences

2 Copyright 2021. All rights reserved by Transport for London
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Your available bookings will be shown

How to Manage a Driver Assessment Booking: Re-schedule

MAYOR OF LONDON | Taxi and Private Hire Licence Portal

TRANSPORT
FOR LONDON

I 2 3 4 5

Date & Time Centre

Booking Reference Booking Type

ervices

0 1 N B M B B Topographical
Track Your Application . .
7 B ¥ 30 3
e A pop-up window will appear
Manage My Bookings English
,_ th a count of any rescheduled
[ ™" — A WI U n n r u
3 speaking and 1510724 |
N SCB200000193574 N/A Ashfield F More k
S o \\ S listening, 20:20 | | =
Correspondence - l“/l Safety Equality prass O r Can Ce | I ed ap po I ntm e ntS
1. View Detail: :
and
Regulations
No appointments scheduled for Understanding Cancel Appointment

today!

(SERU)

X Close I

© Copyright 2021. All rights re- gcory aNaga our assessmeant capacity against customer demand, we will not allow mora than two booking cancellations or reschedules.

Count of Rescheduled/Cancelled .

From your current bookings
click on More and then select
Reschedule Appointment ———

Rescheduled Count: 0

Please note: You are not

allowed to reschedule (or cancel)
a booking more than twice

e EVERY JOURNEY MATTERS

Click Okay
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MAYOR OF LONDON | Taxi and Private Hire Licence Portal Screan Reader TFL Portal

e TRAMSPORT 1 1
FOR LONDON The Reschedule Assessment page is displayed

Dashboard Reschedule Assessment

Services
Please select an Assessment centre

Track Your Application

Ashfield House, West Eensington -

Select an Assessment
Preferred Assessment Date & Time centre and then the Preferred

Manage My Bookings

Payments
Assessment Date
Cormespondence Preferred Assessment Date
16/10/2024 ) ‘
Available Slots d
Showing slats froam Oct 14 20724 to Qe 70 2074 130 sloks awvail aklal Pravimus weak  MNext wesk
© Copyright 2021. All rights reserved by Transport for London

EVERY JOURNEY MATTERS
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MAYOR OF LONDON | Taxi and Private Hire Licence Portal

Screen Reader  TFL Portal A A A

e wo_a] @ w Based on your chosen date, then select
9] your preferred time slot for the
assessment(s

Track Your Application Showing slots from Oct 14, 2024 to Oct 20. 2024 (30 slots available) Previous week Next week
Manage My Bookings |4 October, 2024 15 October, 2024 16 October. 2024 17 October, 2024 18 October, 2024 19 October 20

Monday Tuesday Wednesday Thursday Friday ey Sunday

Payments

20:20 to 21:20 21:20 to 22:20 21:00 to 23:00 12:40 to 14:40

Correspondence 4 5lots Available 6 5lots Available 10 Slots Available 10 Slots Available
555555

nnnnnn

Reason for rescheduling Assessment - |

Sick | r ® Close

© Copyright 2021. All rights reserved by Transport for London

Are you sure you want to book the following slot?

Date: 17 October. 1024

&

Slot: 2:20-21:20 |

Centre: Ashfield House, Wast Kensington

Canfirm Cancel

Click Confirm.

A confirmation pop-up is displayed

\=4

EVERY JOURNEY MATTERS
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OR OF LON| | Tad

L Screen Reader FL Portal

\ ng LaLe h A, A
TRANSPORT Searc 9
e FOR LONDON search Q §

Available Slots

Dashboard

[ — Showing slots from Oct |4, 2024 to Gct 20, 2024 (30 slots available) Prévigus week Mext week

14 October, 2024 15 October, 2024 16 October, 2024 I7 October. 2024 18 October. 2024 B October, 2014 20 October, 2024
Track Your Application )
Monday Tusesday Wednesday Thursday Friday Saturday

20:20 to 21:20

Sund,
21:00 to 23:00 12:40 to 14:40
10/ Slots Awaable 10 Slots Available
Seloct Sohect

A pop-up window confirms that your

assessment reschedule request has
been submitted

Reason for rescheduling Assessment

Sick

© Copyright 2021, All rights reserved by Transport for London

X Close I
Your request with reference number -
SCB200000193575 has been successfully

submitted. @

Se I eCt Reas O n fo r reS C h ed u | I n g % We have received your request. You will be notified via registered
- email id. Unique reference number for your request is mentioned E |

Assessment and then ClICk ReSChedu |e below. Please note it down for future reference -—
Rescheduling Reference Number- SCB200000193575

You can view your Rescheduling details here!

You can select View Details to see the | | Please note: A booking confirmation
relevant assessment booking details letter will also be issued for the re-

R s scheduled assessment(s)
e EVERY JOURNEY MATTERS
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MAYOR OF LONDON | Taxi and Private Hire Licence Portal Screen Reader TFL Portal A A A+ ‘

© s, When you log-in to your online customer account on

Dashboard

Services

the online portal, your Dashboard is displayed

Cvarview

Welcome to your online customer account with Taxi and Private Hire (TPHI.

On this page, you will s2a an overviaw of anyall applicationis] for a licence that you have submitted to us, any licences you already hold or any outstanding payments you need to make. Salect View all in the Application Updates or Pending Transactions section to see more

Track Your Application
datails.

¥You will also see 3 separate, Specific tab for each type of Ucence that you have applled for, e.g. Driver Licence, Vehicle Licence, Operator Licence.
Manage My Bookings
Mobe: Select ‘Services’ In the lefthand menu for more options In respect to the avallable services we offer within your account. Including applylng for a Ucence.

Payments

App . View all Owerview Guidance

Application Updates: SHOWS you the detalls and current status
Referenca Mumb2 Reference Type Request Mame Inftiatad on Status Action

of any applicationds) Tor a licence you have submitted to us

My Licences: Shows you the details of any licenceis) that hawve
been granted to you, Including any current Ucence held. Salect

Select the M an ag e My ‘Manage’ to view the opticns that are avallable for each

Licence

B O O k i n g S 0 pti O n Pending Transactions: Shows you the detalls of any paymantis)

that you are required to make to us. Selact Wiew all to sae full

datails and Make any paymentis) due

My Licences

2 Copyright 2021. All rights reserved by Transport for London
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How to Manage a Driver Assessment Booking: Cancellation

MAYOR OF LONDON | Taxi and Private Hire Licence Portal Screen Reader  TFL Portal A A A
o Your available bookings will be shown
e FOR LONDON search Q - U
Baooking Reference VRM Booking Type Date & Time Centre I

Topographical
skills
assessment,
English

TC\ b e | k A pop-up window will appear
with a count of any cancelled or
rescheduled appointments

ervices

Payments and

Regulations
Understanding
(SERU)

Corres lence No appointments scheduled for
today!

Reschedule Appointment
+ New appointment

Topographical
skills Assessment Outcome

a . T

X Close
15/10/24 |
SCB200000193574 N/A 2090 Ashfield b More w 2
© Copyright 2021. All rights - _ondon

Mote: To Mahage our assesament capacity agalmit cuitamer demand, we will rot allow mone than two booking cancellations of reschedules

From your current bookings
CIICk On More and then SeleCt Rescheduled Count: |
Cancel Appointment

Count of Rescheduled/Cancelled Assessment.

Please note: You are not
allowed to cancel (or reschedule)

Click Okay

a booking more than twice

e EVERY JOURNEY MATTERS
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MAYOR OF LONDON | Taxi and Private Hire Licence Portal Screen Reader  TFL Portal

TRANSPORT <
FOR LONDON

The Cancel Assessment page is displayed

Dashboard Cancel Assessment

Services

Track Your Application
(L) EEm=is Read the Guidance Note

Once cancelled, you can rebook your assessment by visiting the booking section of your online
Payments dashboard. As you have already paid, you will not be required to make payment again for this
attempt.

Assessment Centre : Ashfield House, West Kensington

Assessment Date : (771072024

Confirm the Reason for cancelling

Assessment Time : 21:20 -22:20

Assessment and then click Cancel
Booking

Reason for cancelling Assessment

v
i Sick

Cancel Booking Back

EVERY JOURNEY MATTERS
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How to Manage a Driver Assessment Booking: Cancellation

A pop-up window is displayed asking for
© cuidonce ot cancellation confirmation

Once cancelled, you can rebook yvour assessment by visiting the booking section of

your online dashboard. As yvou have already paid, vou will not be required to make

payment again for this attempt.

Are you sure you want to cancel your scheduled booking?
o= 20 A pop-up window confirms that your
2024 No assessment booking has been
P= cancelled
X Close
Your assessment booking has been ,“
cancelled.

- -
CA We encourage you to rebook your assessmant at your earliest @
opportunity.

You can view your assessment cancellation detzils herel

Click to download cancellation letter ——

You can select View Details to see the g Please note: A letter confirming that

assessment cancellation details hason R the assessment(s) have been

L cancelled will also be issued

e EVERY JOURNEY MATTERS
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MAYOR OF LONDON | Taxi and Private Hire Licence Portal Screen Reader TFL Portal A A A+ ‘

© s, When you log-in to your online customer account on

Dashboard

Services

the online portal, your Dashboard is displayed

Cvarview

Welcome to your online customer account with Taxi and Private Hire (TPHI.

On this page, you will s2a an overviaw of anyall applicationis] for a licence that you have submitted to us, any licences you already hold or any outstanding payments you need to make. Salect View all in the Application Updates or Pending Transactions section to see more

Track Your Application
datails.

¥You will also see 3 separate, Specific tab for each type of Ucence that you have applled for, e.g. Driver Licence, Vehicle Licence, Operator Licence.
Manage My Bookings
Mobe: Select ‘Services’ In the lefthand menu for more options In respect to the avallable services we offer within your account. Including applylng for a Ucence.

Payments

App . View all Owerview Guidance

Application Updates: SHOWS you the detalls and current status
Referenca Mumb2 Reference Type Request Mame Inftiatad on Status Action

of any applicationds) Tor a licence you have submitted to us

My Licences: Shows you the details of any licenceis) that hawve
been granted to you, Including any current Ucence held. Salect

Select the M an ag e My ‘Manage’ to view the opticns that are avallable for each

Licence

B O O k i n g S 0 pti O n Pending Transactions: Shows you the detalls of any paymantis)

that you are required to make to us. Selact Wiew all to sae full

datails and Make any paymentis) due

My Licences

2 Copyright 2021. All rights reserved by Transport for London

EVERY JOURNEY MATTERS
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MAYOR OF LONDON

©

Dashboard

TRANSPORT
FORLONDON

Services
Track Your Application
Payments

Correspondence

Taxi and Private Hire Licence Portal Screen Reader  TFL Portal

ocCT

Booking Reference VRM

Date & Time

Booking Type Centre }
Topographical
skills
assessment,
English

Language
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Your available bookings will be shown

Historical Record page is displayed with
the outcome of all your assessments shown
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Historical Record

Customer Reference Number Customer Name Date Of Birth Contact Number Application Number
881889513 TCSDnd 05/01/1996 7654325678 DAPP50079754
Assessment Type Attempt Assessment Centre  Assessment Date Assessment Time Score Outcome Status
Topographical skills Pier Walk, North ;
16/10/2024 09:15 - 12:15 60 Pass Attended
Greenwich
English Language speaking Pier Walk, North
6/10/2024 09115 - 12:15 65 Pass Attended
and listening Greenwich
Safety Equality and
v Baualiey Pier Walk, North
Regulations Understanding 16/10/2024 09:15 - 12:15 78 Pass Attended
SeRUI Greenwich
(SERU
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Guidance and Support

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, 4"
APlease contact us at assessments@tph.tfl.gqy.fm
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