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Managing your test centre place

How will | know where | have been booked to sit the assessment?

You will receive an email from Scheduler, the scheduling portal that Surpass use to book test centre
appointments, two working days before it opens. This email will contain your log in details for your
account (whether you have an account from a previous sitting or are sitting for the first time). You will
not have access to the site before you receive this notification.

For further details of the booking window dates for this sitting, please_ see the Applying to sit the
assessment section of the assessment web page.

Will | be guaranteed a place in my preferred test centre location?

We have reserved seats in centres for all candidates approved to sit.

Your place was allocated to you using the address and postcode that was on your myGPhC record when
your applied to sit this assessment. All candidates were allocated the closest available test centre to
them - in some cases, this may mean that there is a test centre closer to you than the one to which you
have been allocated. This is because the spaces in this centre will have been taken up by other
candidates, who would otherwise have had to travel much further than you to another centre.

How do | change my test centre place?

If you would like to change your test centre location, follow the steps below.

Changing location is subject to availability, and this may be limited in many test centres. If you can’t find
another text centre you want to move to, your place will remain at the test centre that we have booked
for you.

You can only change your test centre location from 10.00 am on 22 May until 12.00pm on 26 May.

If you are looking for a particular centre, you can check the portal regularly during this time to see if a
place at the centre becomes available, but we can’t guarantee that you will be able to change your
booking to a preferred location.

Please be aware that if you choose to move locations and then decide to move back to the test centre
that you were originally allocated, you may find that space is no longer available. If you have been
granted adjustment(s), to ensure the necessary arrangements are put in place for you, you will not be
able to move test centre locations.

If you have formally withdrawn from the assessment with the GPhC, and you have received
confirmation that your withdrawal has been processed, you do not need to cancel your test centre
appointment on the system.
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How can | check my place?

If you want to check the details of your test centre place at any point in the process, whether you have
changed your place or not, you should log in to your Scheduler account and select the ‘my bookings’ tab

at the top middle of the screen.

You will receive an email on 31 May with the final booking details from your Scheduler account.

Instructions for your test centre booking

Email communications

You will receive a welcome email from
Scheduler two working days before you will be
able to view your booking. The email will come
from noreply@schedulemytests.com.

This email will provide you with a link to
Scheduler (the test centre booking portal) and
your log in details to access your account.

To help make sure that you receive your
booking email on time, add this email to your
address book, or mark as safe. Please check
your junk folder if you do not receive your
confirmation booking email.

If you have a Scheduler account from the
November sitting, your log in details will
remain the same.

On 22 May, you will receive a second email to
confirm the test centre you have a place at
which will include the address details of the test
centre.

The email will explain that you have an
opportunity to change your test centre, if you
wish to. You will be able to make changes to
your booking until 12.00pm on 26 May.

You will receive a final email on 31May which
will include the details of the test centre you are
sitting at. Please take this with you on exam day
to locate your test centre.

Logging into your account

Use the username and password login details
from your welcome email to access your
account.

Iy

Scheduler

Username...
Password...
Login
Forgot your Password?

If you are logging in for the first time, you must
change your password.

Viewing you test centre booking

Select ‘my bookings tab at the top middle of the
screen to view the test centre you have been
booked into.

= Timetables El Test Booking

Available Tests

My Bookings
~—

Changing your booking — Step one

You will then be directed to a page with a
booking card for the assessment, which includes
all the details of the sitting.
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[ Timetables

[El Test Booking

My Bookings Available Tests

m ENROLLED REASONABLE ADJUSTMENT

NOVEMBER 2022 COMMON REGISTRATION ASSESSMENT
November 2022 Pilot

¥ QA Limited - London International House - QA Limi...

715829c8-1ff3-42c0-b1b7-68432f9c1fc7

el

To move your booking, you must click on the
move symbol.

Step 2

Click on ‘move location’.

Move Test or Location

Q

Move Location Move Test

Step 3

You will then be presented with a list of centres
that have availability where you can move to,
including address details.

You can use the search and filter function to find
a centre with availability.

You can see how many seats are available at
each centre.

Move Booking

Please select a location

Y

Showing 5 of 5 locations

ES001

M Exams Services - Leeds -
Exams Services - Leeds - Overall Capacit;
e fol apdcly SELECT
The Exam Services Team Ltd, Leeds Media Centre, 21 Savile
Mount, Leeds, LS7 3HZ

4 AVAILABLE SEATS

PM001

M pitman - London Wall - Pitman - London Wall - Overall Capacity

@ pitman Training, First Floor, Salisbury House, London Wall, SELECT
London City, EC2ZM 5QQ

1 AVAILABLE SEAT

PD0O01
M pDA - London Lewisham -
PDA - London Lewisham - Overall Capacity SELECT
@ PDA Training Limited, 107-109 Lewisham High Street,
Lewisham, Greater London, SE13 6AT

4 AVAILABLE SEATS

WO0001

M Wise Owl - Rotherham -

Wise Owl - Rotherham - Overall Capacity
@ o . SELECT
Wise Owl Training Limited, Unit A2 Patrick Tobin Business Park.

Bolton Rogd Wath yoon Degrne. Rotherham. Se3 711

Once you have chosen the centre you want to
move to, you should press the ‘select’ button.

Step 4

Original Booking New Booking

November 2022

November 2022 Pi

House - Overall Capacity
QA. 3rd Floor International House 1 St. Katherine's Way.,
London EIW 1UN

rall Capacity
07-109 Lewisham High Street,
don, SE13 6AT

Warning: This action cannot be undone.

t ] Your space on the original booki 0 longer be reserved

Are you sure you wish to continue?

YES, MOVE BOOKING

It will then show you a page with the details for
your current and selected places. To confirm the
move, select ‘Yes, move booking’ button.
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You can select the (i) button to find more
information about the venue and a map to show
where the venue is.

0 Cannot move enrolment to this exam

as there is no space remaining

If you can’t select the ‘Yes, move booking’
button, this means the place you have selected
is no longer available. You will see the error
message above.

Your original place will still be reserved and if
you still want to change your place, you will
need to go back to step one to select another
centre to move to.

Step 5

If your change has been successful, you will see
this message below on the screen appear.

Your booking has been moved suj
Original Booking

November 2022 Pilot Noy
November 2022 common registration assessment Nov

C] Wednesday 2nd November 2022 10:00 - 14:00 = O w

A QA Limited - London International House - AP

QA Limited - London International House - Overall Capacity PDA]

QA, 3rd Floor International House 1 St. Katherine's Way, @ P
London ETW 1UN Ls

@ng has been moved successfully.

To see or check your test centre booking
confirmation, select the ‘my bookings’ tab at the
top of the screen and select the booking card.

B Timetables [E Test Booking

Awvailable Tests

My Bookings
~——

NOVEMBER 2022 COMMON REGISTRATION ASSESSMENT
November 2022 Pilot ;

715829c8-1f3-42c0-b1b7-68432f09c1fc7

S

Changing your password

If you need to change your password, please
select the ‘my account’ button at the top right
of the screen and then select ‘manage profile’
from the drop down.

My Account

GRHIDOT &

GPhC o

Having problems changing your test
centre place?

If you experience any technical issues in
changing your test centre, please contact
Surpass by emailing
support@schedulemytests.com. You can expect
to receive a response within 2 working day. The
mailbox will be monitored during working hours.

For other queries regarding the registration
assessment, please contact us on 0203 713 8000
or email info@pharmacyregulation.org.
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