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Introduction

The online Road Test Booking Service (WebDEAS) allows new drivers and driver training schools
to book, cancel or change a Class 5, 6, 7 or 8 road test and motorcycle skills test. Driver training

schools can use this service to book appointments on behalf of their students.

Purpose

This guide provides driver training schools with information about how to use the service to

book, reschedule, re-assign, and cancel appointments for their students.

Note: You can only book appointments for students who are currently eligible for a road test.

Sign in

Each school is given a User name and password to access WebDEAS.

To sign into the road test booking application

1. Open the road test booking home page for driving schools and click Next.

Result: The Sign in screen is displayed.

Signin

Username

PR Driving schools: Book a road test

Forgot your ICBC password?
If you are having prablems with your passwaord, please consult your driving school
administrator

Administrators (anly) contact the ICBC Help Desk for password support.

[ 1 have read and agree to the Terms and Conditions, Privacy Statement and Road Test
Booking Terms - schoals

A Don't refresh the page ance you've signed in or you will lose your progress

Change Password Back

Copyright © 2021 ICBC. All ights reserved. | Legal terms and pelicies

Type your User Name and Password.

Click on the checkbox to agree to the Terms and Conditions, Privacy Statement, and Road

Test Booking Terms.

Road Test Booking Service (WebDEAS) for driving schools
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4. Click Sign In.

Result: The Instructor Certification Information screen displays.

PR Driving schools: Book a road test sign Out

Instructor certification information

Certification number

Instructor driver's licence number

Schoal phene number

[ ==

A Don't refresh the page once you've signed in or you will lose your progress

Copyright © 2021 ICBC All rights reserved. | Legal terms and policies

Feedback v

5. Type your Certification number (DTC #), Instructor driver's licence number, and school

phone number, and click Next.
Result: The Manage Appointments screen is displayed.

Road Test Booking Service (WebDEAS) for driving schools
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Manage appointments

After sign-in, you are presented with the Manage Appointments screen, where you can view and manage
upcoming appointments your school has booked.

PR Driving schools: Book a road test @ s=———m—== sgnom

Manage appointments

Manage upcoming student appoi Click h on the i row to view available actions.
o - __ B C Refresh list
. - T -
Jul 02. 2021 N00 AM ] Surrey Class 6 Road Test .4
Jul 06, 2021 1.00 PM L — = Richmond Lansdowne Centre . Class 5 Road Test v
Jul 09,2021 9:00 AM L — Richmond Lansdowne Centre e Class 7 Road Test v
©ct 01, 2021 830 AM — E = Point Crey e Class 7 Road Test v
©Oct 07,2021 9:00 AM — - = — Richmond Lansdowne Centre Class 7 Road Test v
Oct 20,2021 330PM -— - = Point Grey = Class 5 Road Test v

-
Copyright & 2021 ICBC. Al rights reserved. | Legal terms and policies

To book an appointment, the Book new appointment button (see next section)
To find one of your student’s upcoming appointments, you can enter their name or BC driver’s

licence number and press Enter or the Search button. B

The list of upcoming appointments can be sorted by date, last name, or location. To sort by one of
these parameters, click on the heading of that column. One click will sort in ascending order, and a
second click will sort in descending order.

Order: Ascending Descending

Date 4 Date J

To perform an action on an existing appointment, click anywhere on it’s row in the list. The row will
expand and present actions you can do with this appointment.

Note: the list of upcoming appointments is only updated when you perform an action within the session or
when the screen initially loads. The Refresh list button will manually update the list, useful if someone else
at your school updates an appointment during your session.

[ Search by name, DL # or location ]

( Refresh list

Date Time Last name First name Location DL# Exam type
Jun 28,2021 12:45 PM =3 E__ Point Grey Class 7 Road Test &
(5 View and print appointment details @ Swap appointment with another GLP-certified student E Reschedule appointment
@® Editstudent contact information &, Re-assign appointment to another GLP-certified student (& cancelappointment
Jul 02,2021 T:00 AM = — = Surrey T= Class 6 Road Test v
Jul 06, 2021 1.00 PM — Richmond Lansdowne Centre Class 5 Road Test v
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Book an appointment

To book an appointment:

1. On the Manage Appointments screen, click the Book new appointment button
Result: The Student information screen is displayed.

PR Driving schools: Book a road test = L signout

£ Back to Manage Appaintments

Student Information

Driver's last name

BC driver's licence number

A Don't refresh the page once you've signed in or you will lose your progress

Copyright © 2021 1CBC. All rights reserved. | Legal terms and policies

2. Type the Driver's last name and BC driver's licence number, and then click Next.
Result: The Book an appointment screen is displayed.
3. Refine your search for an appointment.
a. Type a city or address.
A dropdown list will display and update as you type. Click on the location in the list to select the
location.
b. Select a starting date to search available test dates from.
The default value is set to tomorrow or the student’s earliest eligible date to book, whichever is

later. The search end date cannot be changed and is set for 180 days from today.
c. Select days of the week.

The default value is “any weekday”.

Book an appointment screen

PR Driving schools: Book a road test . signout

€ Back to Manage Appointments

— o vem

BRIIANNIA E
RANGE s

Booking for TE====m= (Student)
Road tests that theyre eligible to book select one
(® Class 7 Road Test
Earliest eligible date 1o book: June 24, 2021

Find a location by entering 4 city or address

of |

Search available test dates starting from:

‘ 2021-06-24 E o 2021-12-20

Appointments are a

able up to 180 days frorm taday, Only the first 24
available appointments are o
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To view later appointments,

i Burmaby Coquitlan
e s

o
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B Ay O Thursday [ Friday
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4. Click Search.

Result: The closest driver licensing office to the location provided, as well as a list of other nearby

offices displays.

a road test

PR Driving schools: Bo

€ Back to Manage Appointments

Rotats Cissk

Select a location to view all available appointments

Nearest location:

Vancouver claim centre (Kingsway)
999 Kingsway >
Vancouver BC VSV 427

QOther nearby [ocations:

Vancouver driver licensing (Point Grey)
4126 Macdonald St >
Vancouver BC VBL 772

North Vancouver driver licensing
1331 Marine Dr >
Nerth Vanceuver BC V7P 365

Burnaby driver licensing (Lougheed Hwy.)
3880 Lougheed Hwy >
Burmaby BCVSC GNa

Burnaby claim centre (Wayburne Drive)
4399 Wayburne Drive >

=)
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5. Click a driver licensing office.

Result: A list of available appointments for this office displays.

ols: Book a road test

sign out

4 Back to Manage Appointments

Faberts Crosk

Select a location to view all available appointments

Nearest location:

‘Vancouver claim centre (Kingsway)
999 Kingsway >
‘Vancouver BC VSV 4Z7

Other nearby locations:

Vancouver driver licensing [Point Grey)
4126 Macdonald St >
Vancouver BCVEL 202

North Vancouver driver licensing
1531 Marine Dr >
Narth Vancouver BC V7P SE5

Burnaby driver licensing (Lougheed Hwy)
3880 Lougheed Hwy >
Burnaby BC VEC 66,

Burnaby elaim centre (Wayburne Drive)
4399 Wiaybume Dilve >

Y AR
Vancouver driver licensing (Point Grey) g
Dates and times Sepmaur
Pl

Thursday, June 24th, 2021

830am N5 am 12:45 pm
330 pm £
el Amors
Friday, June 25th, 2021 Hesartade
B30am ni5am 12:45 pm gt g o
el [ coqllan
330 pm
i @ o,
] im
Monday, June 28th, 2021 i Z A
Wesminder v
830 am ni5am

05 isiano
12:45 pm 4.51

AT
‘ (SO Review Appointms

Nofh Deita

6. Select an available appointment time and click Review appointment.
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7. Review the date, time and location of the appointment, and then click Book appointment.

%1 Would you like to book this appointment?

v Monday, June 28th, 2021

e W3 s e ~ Please check-in at:

5 Wi 5 - Appeintment time:

W A —

1 ok [ 2
{
) ! ] ~ Wimac o Thisappointment is pending until booked.
; =
>
i
—¥
H
I
I

Class 7 Road Test
Vancouver diiver licensing (Point Grey}

12:30 pm
12:45 pm

Trarsdgar 4126 Macdonald St Vancouver, BC VBL 22

. iy
glm.skidge T
i

‘ Cancel Book appeintment

Result: The appointment is booked and the appointment confirmation screen displays.

8. On the appointment confirmation screen you have the option to print out a copy of the

appointment details.

(See page 13 for more information about printing.)
Click Back to Manage Appointments to return to the Manage Appointments screen.

PR Driving schools: Book a road test

€ Back to Manage Appointments

Confirmed: appointment booked

]

Driver's name

]

BC driver's licence number

Type Class 7 Road Test
Appointment date Monday, June 28, 2021

Check-in time 1230 PM

Appointment time 12:45 PM

Location Vancouver driver licensing (Point Grey)

4126 Macdonald St
Vancouver BC VEL 2P2

Please note:

The information above fs current as of June 23 2027 at 423,08 PM

e — Sign Out

Print Appointment details

Feedback v

4126 Macdonald Street. One block narth of King Edward on Macdonad,

Note: After a school books an appointment for a student, the student can view their scheduled
appointment by signing into the application through icbc.com.

Road Test Booking Service (WebDEAS) for driving schools
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Cancel an appointment

To cancel an appointment, on the Manage appointments screen:

1. Click on the row of the appointment you’d like to cancel, and then click Cancel appointment.
Result: A window displays to confirm the cancellation of the appointment.

would like to eaneel the
e is no fee charged If an

pointment is cancelled more than 48 hours

prior to the scheduled time.

>
3
2
£

2. To confirm the appointment should be cancelled, click Yes.

Note: A school cannot cancel an appointment booked by a student.

Reschedule an appointment

To reschedule an appointment, on the Manage appointments screen:

1. Click on the row of the appointment you’d like to reschedule, and then click Reschedule
appointment.
2. Follow all the steps under Book an appointment.

When rescheduling an appointment, the current appointment is held until you confirm the new
appointment.

Note: A school cannot reschedule an appointment booked by a student.

Road Test Booking Service (WebDEAS) for driving schools Page 8 of 16



Swap appointments between GLP-certified students

Note: An appointment swap transaction can only be performed if both students and the school are GLP-
certified, and for Class 5 or Class 7 road tests only. You can swap to appointment with two of the same
road test types, a Class 5 with a Class 7, and vice-versa.

To swap two appointments, on the Manage appointments screen:
1. Click on the row of one of the appointments you’d like to swap, and then click Swap appointments

with another GLP-certified student.
Result: The Swap appointments screen is displayed.

PR Driving schools: Book a road test - sign out

¢ Back to Manage Appaintments

Swap appointments

Select anather appointment to swap. | Cancel Confirm swap
Student nam X
— i
DLz =
Aepireenttate b Eee ‘_ Select another appointment from the list
Oct 01,202 at 8:30 AM Class 7 Road Test below
Location Tip: Use search to quickly find an appointment
Point Grey
& Refresh list

Date + Time Last name Firstname  Location oLa Bam ype

Jun 28,2021 ZaSPM L= Paint Gray = Class 7 Road Test a*

Jul 06,2021 100 PM - = Richmond Lansdowne Centre = Class 5 Road Test ar
Jul 09,2021 900 AM = = Richmond Lansdowne Centre == Class 7 Road Test &

Oct 01,2021 BI0AM G — Point Grey. TS Class 7 Road Test 2

2. Search for the 2" appointment by using the Search function, or finding in the list.

Note: A school cannot swap an appointment booked by a student.

3. Click on the Add to appointment swap button & next to the appointment, or by clicking on the

appointment row and then clicking Add this appointment to swap.

4. Review the appointments selected, then click Confirm swap.
Result: The Confirmation: appointments swapped screen is displayed.

Road Test Booking Service (WebDEAS) for driving schools Page 9 of 16



PR Driving schools: Book a road test

Appointment 1

Driver's name

BC driver's licence
number

Type

Appeintment date

Check-in time

Appointment time

Location

tion above fs current as of June 23, 7021 at 45164 PA

& Back e Manage Appointments

Confirmed: appointments swapped

Appointment 2

- Driver's name

= BC driver's licence

Print Appointment details

number
Class 7 Road Test Type Class 7 Road Test x
Thursday, September 30, 2021 Appointmentdate  Friday, October 1, 2021 %
@
315 PM Check-in time 815 AM
330PM Appointment time 830 AM
Vancouver driver licensing (Point Grey) Location Vancouver driver licensing (Point Grey)
4126 Macdonald St 4126 Macdonald St
Vancouver BC V6L 2PZ Vancouver BC V6L 2P2
The Infarmation above is currant as of Juno 25, 2021 at 45144 PM

Copyright © 2021 ICBC. All rights reserved. | Legal terms and policies

5. To print the new appointment details for the two appointments, click Print appointment details.

Each appointment will appear on its own page.

(See page 13 for more information about printing.)

TIP: Select single-sided printing in the print settings.

To return to the appointment list, click Back to Manage Appointments.

Road Test Booking Service (WebDEAS) for driving schools Page 10 of 16



Re-assign appointment to another GLP-certified student

Note: An appointment re-assign transaction can only be performed if both students and the school are
GLP-certified, and for Class 5 or Class 7 road tests only. In addition to a student requiring the same road
test type, you can re-assign a Class 5 to Class 7, and vice-versa.

To re-assign an appointment to another student, on the Manage appointments screen:

1. Click on the row of the appointment you’d like to re-assign, and then click Re-assign appointment to
another GLP-certified student.
Result: The Re-assign appointment screen is displayed.

PR Driving schools: Book a road test © = sign out

€ Back to Manage Appointments

Re-assign appointment

To re-assign this Class 5 or 7 appointment to ancther GLP-certified student, enter Confirm re-assignment
that student's last name and driver's licence number below.
Appointment to re-assign Recipient
Appointment date and time Exam Type Last Name
Oct 01,2021 at 830 AM Class 7 Road Test . l
Location
Vancouver driver licensing (Point Gr 9
o ! ey] Dr numie
Current driver [ ]
Student nama OL number oy
————— — Check eligibility

Copyright © 2021 ICBC. All ights reserved. | Legal terms and policies

Note: A school cannot re-assign an appointment booked by a student.

2. Enter the driver's last name and BC driver's licence number of the student you’d like to re-assign the
appointment to, and then click Check eligibility.

3. If the student does not yet have their contact information in the WebDEAS system, a pop-up will
display asking you to provide their contact information. Enter the student’s email address and phone
number and then click Save.

Student contact information

This Student's information is not yet in the system
Please enter it below.

E-mail address

—

Re-type e-mail address to confirm

Phone number (North American)

D Send the student text message (SMS) reminders one week and 3 days before their

Cancel

appointment (optional).

Road Test Booking Service (WebDEAS) for driving schools Page 11 of 16



4. Review the re-assign transaction, and then click Confirm re-assignment.
Result: The Confirmation: appointment re-assigned screen is displayed.

PR Driving schools: Book a road test ©Q = « signout

& Back to Manage Appointments

Confirmed: appointment re-assigned

Driver's name C————= = Print Appointment details

BC driver's licence number

Type Class 7 Road Test
Appointment date Friday, October 1, 2021 >
Check-in time 815 AM g
Appointment time 830 AM
Location Vancouver driver licensing (Point Grey)

4126 Macdonald St

Vancouver BC V6L 2P2

Please nate:
4126 Macdanald Street. One block north of King Edward an Macdonad,

Copyright © 2021 ICHC. Al rights reserved. | Legal t2rms and policies

5. To print the new appointment details for the updated appointment, click Print appointment details.
(See page 13 for more information about printing.)

To return to the appointment list, click Back to Manage Appointments.

Road Test Booking Service (WebDEAS) for driving schools Page 12 of 16



View and print appointment details

To view or print appointment details, on the Manage appointments screen:

1. Click on the row of the appointment you’d like to view, and then click View and print appointment
details.

Result: The Appointment details screen is displayed, showing the information for the appointment
that was selected.

PR Driving schools: Book a road test Q- sgom

& Back 10 Manage Appointments.

Appointment details

Driver's name

BC driver's licence number

Type Class 7 Road Test

Appointment date Monday, June 28,2021

Check-in time 1230 PM

Appointment time 12:45 PM

Location Vancouver driver licensing (Point Grey)

4126 Macdonald St
Vancouver BC V6L 2P2

Please note:
4126 Macdonald Street, One block north of King Edward on Macdonad,

tion above is current as of June 23, 2071 at 4:52.24 PM

Copyright © 2021 ICEC. All rights reserved. | Legal terms and policies

2. To print this information, click on Print appointment details.
Result: The print screen is displayed.

Print

Fla Road test booking

Destination B Saveas PDF

Appointment details
Pages All

Driver's name

BC driver's licence number

Layout Portrait
Type Class 7 Road Test
Appointment date Monday, June 28, 2021
Check-in time 1230 PM More settings
Appointment time 1245 PM
Location licensing (Point Grey)

Vancouvel

Please note:
4126 Macdonald Street. One block north of King Edward en
Macdonad

The infermation above is current as of June 25, 2021 st 45224 PM

Cancel m

Note: This screen may look different depending on your browser.

Road Test Booking Service (WebDEAS) for driving schools Page 13 of 16



3.

Select your printer and settings, and then click Print.
TIP: In some browsers, you can save the appointment details to a PDF file.
In Chrome: Select Save to PDF as the destination, then click “Save”.

In Edge: Select Save as PDF as the “Printer”, then click “Save”.
In Safari: Select PDF, then Save as PDF.

To return to the appointment list, click Back to Manage Appointments.

Edit student contact information

To edit a student's contact information, on the Manage appointments screen:

4.

o

Search for an appointment you’ve booked for the student, click on the appointment and then click on
Edit student contact information. The Student contact information screen will display.

Click Edit.

Update the Email address, phone number, or both.

Click Submit.

Result: The updated contact information is saved.

Student contact information screen

PR Driving schools: Book a road test == sign out

4 Back 1o Manage Appointments

Student contact information

Driver's name

BC driver's licence number — Cancel

Re-type email to confirm

Phone number ‘

(North American)

Opt-in for SMS reminders

Copyright © 2021 ICBC. All rights reserved. | Legal terms and policies
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Change your ICBC password

Your password does not have an expiry date. Remember to change your password if you suspect
it’s being used by someone not authorized to do so.

To change your ICBC password, on the Sign-in screen:
1. Click Change password.

PR Driving schools: Book a road test

Change Password

Username

Enter your Old Password

Select a new password using a minimum of & characters, using enly letters and numbers,

Choose a New Password

[

Confirm your New Password

A Gont refresh the page once youve signed in or you will lose your pregress

Copyright €20211CAC. All rights reserved. | Legal terms and policies

2. Type your Username and Old Password.

3. Enter your new password into Choose a New Password and then re-type it in Confirm your New
Password.

4. Click Change password to confirm the change.

If you’ve forgotten your password, you can contact the ICBC Service Desk at:

e inthe lower mainland: 604-661-6234
e Ortoll-free: 1-800-665-1517

Road Test Booking Service (WebDEAS) for driving schools Page 15 of 16



Sign out

To sign out of the online Road Test Booking Service, click Sign Out.

PR Driving schools: Book a road test

Student contact information

Result: The Road Test Booking home page displays.

Note: If you click the browser’s Back button or refresh the page once you are signed in, you will be signed
out.
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