OBTAINING TESTING RESULTS FROM CERTIPORT
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Access Internet Explorer and go to http://www.certiport.com .
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Login as an organization administrator.


Username:  ______________
Password:   ______________

3. Click on the Reports tab.


4. For Report Group, select Activity.
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For Report, select Results.


6. For Time Frame, select a time frame such as Last 7 days.
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For display Results As, select Excel (download).


8. For Results In, select ( Same Page.


9. Click the Run Report button. 


10.  When the following screen appears, click the report link hyperlink and choose to either Open or Save the Excel worksheet.  You can also right click the hyperlink and choose the Save Target As option to save the report.



11. When the report is opened in Microsoft Excel, it displays the test candidates’ names, exams taken, exam dates, scores, and Pass/Fail results.


12. To continue and generate another report, click the Return to Reports button.


13. When finished, click the Logoff link.









