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HOW TO GENERATE A BILLING REPORT 
The Billing Report feature allows any user with the Manage Test permission to generate, view, and 

download billing reports. The Billing Report can be used to see a list of tests that were taken and 

performance profiles that were submitted within a certain date range, (up to 31 days). The details in the 

report also provide other useful information to reconcile invoicing.  

1. Log in to the NCCER Testing System.  

2. If you are associated with more than one (1) testing 

location, select the Testing Location or Sponsor 

Organization you wish to run the report for. 

3. Select Billing Reports.  

4. Enter a date range of up to 31 days in the From and To boxes. 

a. If your report needs to reflect an entire 

month of testing, then you will need the 

From date to be the first day of that 

month and the To date to be the first day 

of the next month. 

b. For greater than 31 days, you will need to 

run each month individually. 

5. Select the Filter by Organization field and start typing the name of the testing location into the 

search box. (Leave this field blank to generate report for all locations under one ATS.)  Stop typing 

once you have entered the first 5-6 characters and allow the system to search for the location name. 

Once the location name appears in the list, you may then click the name and proceed to the next step. 

6. Click the  button. 

7. The report will show under the Schedule 

Report Generation section to the right.  

 

NOTE: Please be patient, the system must 

perform several queries to generate the report.  

 

8. Click the  button located beneath the Schedule Report Generation title until “Queued” 

or “In Progress” report disappears from the list.  This step may need to be repeated a few times until 

report is generated.  
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NOTE:  You do not have to stay on this page for the report to generate.  You may to go to other 

screens or programs or exit the Testing System and return later to retrieve the generated report(s). 

 

9. Click the upper  button, located on the upper left of the window, once the report has 

disappeared from the Schedule Report Generation list. 

 

10. Click the  button next to your newly generated billing report to download your report 

as an Excel file. 

 

NOTE: Generated Reports may be deleted if desired but can also be kept for easy reference.   

 

 


