
     

 

       

               
     

 

  
 

View Endorsement Fees and Debit Transaction Report VEHCS Quick Reference Guide 
I. To obtain a debit transaction report, From the left navigation menu, click View Reports. 
Note: the debit transaction report only displays transactions for your VEHCS Pre-puchase Account. Transactions using the 
User Fee Account method are not visible in the report; however, the certificate details show the expected charges. 

II. On the View Reports screen, click Debit Transaction. 

III. Enter the desired Transaction Date Range. In the Report Format drop-down box, select PDF or Excel 
format. Then click the Generate Report button. 

IV. Depending on your browser and browser settings, the file will open or you will be 
prompted to open or save/download the file. Follow the applicable steps to view the report. 

Note: Certificates paid using a User Fee Account will show a $0 fee on the report; however, you can view 
the certificate details in VEHCS to see the expected charges that will be applied to your User Fee Account. 
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Example of PDF format: 

Example of Excel format: 
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View Endorsement Fees and Debit Transaction Report VEHCS Quick Reference Guide 

To view endorsement fees for a completed certificate, you will need to view the certificate details. 

I. From the left navigation menu, click View Certificates. 

II. Enter the search criteria for your certificate and click "search". Then in the search results, click "View" on the 
certificate for which you wish to view the details. 

III. On the certificate details page, scroll down to the "Fee Information" section. The certificate fee charged to you
will display in chart format. If you paid with a VEHCS Prepurchase account, this amount will appear on the report; 
however, if you paid with a User Fee Account, this amount will be available to you through your User Fee System 
statements. 
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