
You can access the Automated National Registry by g oing to 

www.nccer.org
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Step 1

Step 2

Note:

All dates must be 
displayed as 
mm/dd/yyyy.

All SSN’s must be 
displayed as a 9 
digit number free of 
any dashes, 
example: 123456789

Note:

This area is important because it will help you 
identify the forms you are creating.  You will no 
longer select a Craft or Pipeline Title, in the 
Form 200 creation process.  You can now 
identify your forms by entering that information 
in this field.

Step 3

Step 4

You can select an instructor from 
the list on the left or find the 
instructor by entering in the 
information on the right.

Step 2
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Step 1

Step 1

By selecting the Level Name , the modules for that 
level will appear in the Module Box on the left of the 
screen.  If no modules appear, you must import the 
modules from your “ Course Manager ”.

You can 
select your 
modules 
from the list 
on the left or
select the 
entire level 
from the list 
on the right.
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You may click the 
link only if the 
Client (employer, 
school, 
organization) is not 
listed in the box. 

If you click the link, 

You may 
select the 
Employer 
(client) 
from the 
list.

Step 1

If you click the link, 
see the next step.

list.

OR
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Add Client 
(employer, 
school, 
organization) 
information 
on this page.

Note:

You can skip this 
step if you have 
already selected the 
client from the list.  
This step is for 
adding a client if it 
does not already 
appear in the list on 
the previous page.  
Go to page 11 if you 
do not need this 
step.on this page. step.
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Step 2

Step 3

Step 1
Select the 
client by 
highlighting 
the name.

Select the 
trainees by 

Step 3
trainees by 
highlighting 
the name. 
Highlight all 
trainees at 
once by 
holding the 
CTRL key 
and clicking 
on each 
name.

Click on 
the ‘Add’ 
button to 
add 
trainees to 
the form.Note:

If the trainee name 
does not appear in 
the drop down list 
above, see the next 
step.  (page12)
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If the trainee name does not 
appear in the drop down list
above, add the SSN here and
click the “ Search ” button. 

Note:

All SSN’s must be 
displayed as a 9 
digit number free of 
any dashes, 
example: 123456789
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If the correct name appears 
you will always select “ Yes” 
to import the trainee into your 
Client Database.  
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Click on the “ OK” button, this 
step will take you right back to 
the form.  
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The trainee 
name now 
appears in the 
list. 

Click on the 
“ Add Trainee ” 
Button to add 
this trainee to 
the form.You have 

successfully 
added the 
trainees when 
they appear 
here.
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If you entered in the trainee 
SSN, clicked the Search button 
and the trainee doesn’t exist, 
you will be prompted to add you will be prompted to add 
the trainee information.  See 
next page. 
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If the trainee is brand new to 
the Registry and the ANR, you 
will be prompted to add their 
information on this page.  
Click the  “ Add Trainee ” 
button when finished.  It will 
take you back to the previous 
screen.Note:

All SSN’s must be 
displayed as a 9 
digit number free of 
any dashes, any dashes, 
example: 123456789
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Note:

It is most efficient to 
add all trainees and 
all modules to the 
form.  If one or more 
trainees have not 
completed or 
passed any 
particular module, 
just leave the date 
field blank on the 
next page.  This will 
keep them from 
getting credit for 
modules they have 

When you have 
added all 
trainees to the 
form, click on 
the “ Generate 
Form 200 ” 
button.  

If you need to 
go back to a 
previous page 
for additions 
or 
corrections, 
click here.  By 
clicking the 
‘Previous’ 
button it will 
allow you to 
move back 
and forth in 
the form.

modules they have 
not completed, and 
allow all trainees to 
be submitted on one 
form.
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By clicking on 
the “ All ” 
button, it will 
automatically 

This area can 
be used to 
record grades, automatically 

fill in the Date 
of Report for all 
fields in the 
written column.

By clicking on 
the “ None ” 
button, it will 
automatically 
remove all 
dates in the 
fields.

You may 
change the 
dates within 
each field by 
manually 
entering in the 
date 
mm/dd/yyyy.

record grades, 
scores, 
percentages 
…etc.  This 
information is 
not recorded in 
the registry

You can click 
on the 
individual 
buttons to 
remove the 
date for that 
field.
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Don’t forget to 
check each 
Release Form
box.  Which 
means you have 
the signed 
Registration & 
Release Form on 
file for each 
trainee.

You will keep 
these forms per 
your sponsors 
policy. You do not 
need to submit 
these forms to 
NCCER if the box 
is checked.

When you are ready to 
submit this form click on 
the “ Submit Form ” line 
this will submit it as a 
completed form or save 
the form to  finish later.  
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Almost finished! 21



Use this drop 
down box to 
filter through 
the forms. 
Select one of 
the Titles and 
then click the 
“ Search ” 
button.

By clicking on 
the “ Column 
Headings ” 
you can sort 
the forms, 
numerically or 
alphabetically 
and by most 
recently 
created or 
submitted 
…etc

Instead of 
creating a new 
form for the 
same trainees, 
by clicking on 
“ Copy ” you 
can create 
and exact 
duplicate of 
the form.  You 
will be able to 
make 
revisions to 
the form.

Note:

When using the 
‘Copy ’ feature this 
allows you to create 
a new form and 
automatically adds 
the trainees from the 
pre-existing form to 
the new form.  You 
will need to add 
date, instructor, 
modules, but will not 
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Note:

Use this drop 
down box to 
filter through 
the forms. 
Select one of 
the Titles and 
then click the 
“ Search ” 
button.

Every form 
that is created 
is saved, 
select the 
“ Incomplete 
Forms ” title 
and then click 
the “ Search ” 
button.

Locate the 
form, click on 
“ Finish ”

This will 
allow you to 
get back into 
and finish the 
form.
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The form has been created but now 
needs to be accepted and submitted to 

NCCER for processing.

If you have access to the Sponsor If you have access to the Sponsor 
tab follow the next steps.

If not you are done, your sponsor 
representative will need to 

approve this form. 
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Click and 
highlight the 
link that says 
“ Submitted to 
You” Then 
click the 
“ Search ” 
button.    A list 
of the forms 
that need to 
be approved 
will appear.

Click the 
“ View” button 
to open the 
form, view 
and approve 
it.
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Optional:

If this box is 
empty, add 
the users 
email address, 
if the user 
does not have 
one, add your 
email address 
(this will allow 
you or the 
user to get 
emails from 

Once you 
have viewed 
and approved 
the form, click 
on  the 
“ Accept ” 
button to  
submit this 
form to 
NCCER for 
processing.

emails from 
NCCER,  
regarding this 
form ).

If the form 
needs to be 
corrected, or 
declined for 
whatever 
reason, 
indicate the 
reason in the 
box and click 
on the  
“ Decline ”
button.  This 
will send the 
form back to 
the user for 
correction.
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The status of 
the form has 
changed and 
can now be 
tracked by 
this Status
column. When 
NCCER 
accepts this 
form, the 
status will 
then say, 
“ Accepted by 
NCCER”.
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Contact Registry Dept 352-334-0911
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