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Making a Booking for a GA e-Exam 

 

• To create a booking go to Organisation/Details and click on “Create New” in the Bookings tab 
• Note: Before a Training Organisation is able to make a booking the candidate and TO must have an approved membership 

 



CAP1903E  

 

 

Select the Exam to be Booked 

 

• Select licence specialisation under Specialisation 
• Select correct licence category under Licence and click “Apply” 
• Click on the exam to be booked and click “Next” 
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Select the Venue for the Exam to be Sat

 

▪ The default venue is presented automatically and if the exam is to be sat at this venue click “Next” 
▪  If the exam is to be sat at a different venue type the venue name into the venue box and select the venue 
▪  Once the correct venue is on-screen click “Next” 
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Select the Candidate(s) who will be sitting the Exam

 

▪ Type the candidate’s name in the Search box. All candidates with an approved membership with your organisation can be 
selected 

▪  When you have selected the required candidate(s) click on “Next” 
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Review Booking and Add to Cart

 

• Review booking details and if all information is correct, click “Add to Cart  
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Review Booking Summary (1) 

 

▪ Review booking summary and if all information is correct, click “Next”  
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Review Booking Summary (2) 

 

▪ Agree to the Terms and Conditions and click “Next” 
▪ The Terms and Conditions can be viewed by clicking on “Display”  
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Select Payment Option

 

• If the TO has credit on their account, the option to pay by Account Credit will appear automatically 

• If no credit on account and to pay by credit card, click on “Proceed to Worldpay” 

• Use drop-down box to select which method of payment is preferred 

• No Credit Card details are retained in the Training Organisation Portal 
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Enter Your Credit Card Information 
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Booking Information 

 

▪ Once the exam booking has been paid for, the exam is available to be sat  
▪ The TO can access the Order Summary and Booking Confirmation reports 
▪ The booking information including the booking confirmation is available to the candidate in their Candidate Portal  
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Accessing Results (1) 

 

▪ To access the candidate’s results, go to Organisation/Details and select “Show All” in the Candidate Memberships tab 
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Accessing Results (2) 

 

▪ Double click on the candidate who you wish to view the results for 
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Accessing Results (3) 

 

▪ To access result details, click “Show All” on the Results tab 
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Accessing Results (4) 

 

▪ To see more details regarding a particular result, double click on the result 
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Accessing Results (5) 

 

o To view the Result Transcript including the Knowledge Deficiency Report click on “Print This Transcript” 

 

 


