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THINGS YOU CAN DO IN THE ONLINE SYSTEM

e Submit your Application for New Certification. * Update your name.
e Submit payments for any required fees. * Update your contact information.
* Check the status of your application. * Print payment receipts.
* Track the progress of your application. * Print your application (i.e., application summary)
* Upload documentation to your application. * Confirm documentation uploaded to your
* Withdraw your application (prior to submission). application.
e Staff must withdraw if you’ve already * Obtain your Login Name.

submitted it to us. * Reset your forgotten password.
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PROCESS SERVER CERTIFICATION REQUIREMENTS

The following steps must be completed in the order shown below:

1. Complete a 7-hour civil process service orientation course from our list of approved course providers.
* The course must be completed within a year of applying for certification.
* Contact course providers directly for information such as how to register, when, where, and how much it costs.

*  Your must keep a copy of your signed course completion certificate.

2. Submit the Application for Certification and pay the application fee via our online system.
*  You must provide your full legal name on the application. No nicknames or preferred names.

*  When paying fees, you must use the name and billing address information of the credit card holder on the
credit card payment portion of the application.

* If the information entered differs from that on file with the credit card company, the payment will not go
through, and you will not be able to submit your application.

* Payments cannot be mailed, nor can information be taken over the phone or via email.
*  You must upload a copy of the orientation course completion certificate to your application for certification.

e After you submit your application, an automated email is immediately sent to you. The email contains the
fingerprint instructions you must complete for the background check. Check your inbox and spam folder for this
email.




PROCESS SERVER CERTIFICATION REQUIREMENTS

The requirements for initial certification are continued below:

3. Pass a state and national criminal history background check.

You must be fingerprinted using the JBCC service code for the Process Server Certification department.

You will receive the service code via the automated email confirmation is sent to you immediately after submitting
your application for certification. You must check your inbox and spam folder for this correspondence.

* Anything that doesn’t have “JBCC-Process Server Certification Program” on it will not be accepted.

You must upload a copy of your fingerprint receipt to your online application for certification after you’ve
completed the fingerprinting process.

You must email this department at processservers@txcourts.gov to advise you’ve uploaded the fingerprint receipt
as we are not alerted otherwise. This will help prevent any unnecessary delays with your paperwork.
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« GO TO THE PROCESS SERVER CERTIFICATION DEPARTMENT’S HOME PAGE.

* NOTE: YOU’LL SEE THE PDF GUIDE TO USING THE ONLINE SYSTEM, AND OTHER SLIDE SHOWS AS WELL.

 CLICK ON THE BIG, BUTTON TO ACCESS THE JBCC CERTIFICATION, REGISTRATION LICENSING
SYSTEM

JBCC Online Certification, Registration & Licensing System

Important:

If you get a message saying your data already exists in the online system, do not create another profile. If
you do not recall your login credentials, please do one of the following:

1. Click the "Forgot Login/Password” link and follow the instructions accordingly, or
2. Contact us at processservers@txcourts_gov so a licensing specialist can assist you.

ACCESS THE JBCC
CERTIFICATION,

REGISTRATION < Click Here
LICENSING SYSTEM

Online System Resources

« Guide to Using the Online System (pdf) EJ

« Watch How to Apply for Renewal- Slideshow (pdf) £

- Watch How to Apply for Initial Certification- Slideshow (pdf) £
-« Watch How to Apply for CE Approval Online-Slideshow (pdf) £




IN THE SYSTEM, CLICK ON THE PROCESS SERVERS TAB

Texas Office of Court Administration
Judicial Branch Certification Commission (JBCC)

USER LOGIMN

Lagin Name

Password

Password Is case sensitive.

SITE LINKS

To Search for Certified Process

e

Court Reporters Court Interpreters

Welcome to the online licensing and certification system for Texas
Judicial Branch Certification Commission

The Process Server Certification program certifies process servers and improves the standards
for persons authorized to serve process statewide. For more information on certification
requirements, statutes, rules, policies and standards, please visit the JBCC website,

http: /fwww. txcourts. gov/jbce/process-server-certification

Existing Certification

Existing Individuals/Firms registered with State Cl Here to create online profile.

First Time Applicant
To apply for New Certification: Click Here

Continuing Education Course Provider
If you are a Continuing Education Course provider and need a course approval: Click Here




IN THE FIRST TIME APPLICANT SECTION, CLICK ON THE CLICK HERE LINK.

S — —
USER LOGIN

Waealcome to the online licensing and certification system for Texas
Judicial Branch Certification Commission

Lergin MName
Ao
The Process Server Certification proegram certifies process servers and improves the standards
for persons authorized to serve process statewlde. For more inforrmation an certification

I'quJH'ET‘ﬁEHtS, statutes, rules, FH'."HE‘ES and standards, FI|E35E vislt the JBCC website,
ard s case sansitive, http:f '-.".-"J'.t::{i:uurti.gl'::-'u',-"_jbcr:,."Dr'l:H:ESE-EEF'u'Er-l:El'Hﬂ-::EItInn

Existing Certification
Existing Individuals/Firms registered with State Click Here to create online profile.

SITE LINKS First Time Applicant

To apply for New Certification: S-Sl e Click Here

an approved © Continuing Education Course Provider
ourse for Proce If you are a Continuing Education Course provider and need a course approval: Click Here




FIRST, YOU MUST CREATE YOUR ONLINE PROFILE.

On the Initial User Registration page,
complete all fields with a by
them. These are required fields:

* Your full legal name (no nicknames)
 Your Date of Birth (i.e., DOB)

* Your Mailing Address

* Your phone number

* Your email address

In the Online Account Information
section, you must:

* Enter a login name
* Enter (i.e., create) a password.

Click Register to start the
application process.




ON THE APPLICATION FOR NEW PROCESS SERVER CERTIFICATION PAGE, CLICK NEXT.
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® PROCESS SERVER

m B3 < click Here




PERSONAL INFORMATION TAB. ENTER ALL REQUIRED INFORMATION ON THIS PAGE.

For Fee Waiver Criteria, select:

* Milita ry Appllca nt, or Reguesed Certiaton(s) : PROCESS SERVER o
* Not Applicable (if you're not a _ s et [ it hmaten =) Qs

military applicant).

Skip the Fingerprint question, as
first-time applicants will not have
been fingerprinted for the JBCC yet.
You’ll get fingerprint instructions
via automated email after your
application is submitted to us.
Check your inbox (and spam folder)
for this correspondence.

Click Next




ADDRESS INFORMATION TAB COMPLETE ALL FIELDS WITH A , THEN CLICK
NEXT ON THE SCREEN BELOW:

Requested Caertification({s) : PROCESS SERVER

Perzonal Information Address InfTormation Additional Infoermation Questions Attestation

Al 2 NEY [ AptfUnit/ate.
Ciley * h State/Prowi . : g Zip =
County = = Primary o - ot 5 5555 Al & Phomne &

Fax Primary E-mall = USER ST & E-mall

Country ®
Address ™ ] Linit/etc.

Sitate/Province =

EY DRIWVE




ADDITIONAL INFORMATION TAB. TO UPLOAD YOUR ORIENTATION COURSE CERTIFICATE,
CLICK DOCUMENTS (0) ON SCREEN BELOW TO GET TO THE DOCUMENT UPLOAD PAGE.

Requested Certification(s) : PROCESS SERVER

Warrnation _| Address Information




FOLLOW THE INSTRUCTIONS ON THE DOCUMENT UPLOAD PAGE TO UPLOAD THE COURSE
CERTIFICATE FROM YOUR DEVICE TO YOUR ONLINE APPLICATION. CLICK ADD.

Welcome BAMBI DOE

Fields marked with asterisk (*) are required

Document Upload




FOLLOW THE INSTRUCTIONS ON THE DOCUMENT UPLOAD PAGE TO UPLOAD THE COURSE
(B:ERO-I\-/I\}:SI»(E:ATE FROM YOUR DEVICE TO YOUR ONLINE APPLICATION. CLICK CHOOSE FILE OR

Welcome BAMBI DOE
marked with asterisk (=) are réac =

Document Upload

Click Here 9 Choose File | Mo file chosen




FOLLOW THE INSTRUCTIONS ON THE DOCUMENT UPLOAD PAGE TO UPLOAD THE
COURSE CERTIFICATE FROM YOUR DEVICE TO YOUR ONLINE APPLICATION. CLICK UPLOAD

Document Upload

TR € Click Here




WHEN YOUR CERTIFICATE IS UPLOADED, YOU’LL KNOW IT’S UPLOADED WHEN THE
DOCUMENTS (0) CHANGES TO AS SHOWN ON THE SCREEN BELOW. CLICK

NEXT.




ON THE QUESTIONS TAB OF THE APPLICATION (AS SHOWN BELOW). ANSWER ALL

QUESTIONS ON THIS PAGE, THEN CLICK NEXT.
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ATTESTATION TAB. READ THE ENTIRE PAGE, THEN CHECK ALL BOXES. ENTER YOUR FIRST AND LAST
NAME THEN PRESS THE TAB BUTTON ON YOUR KEYBOARD TO ENTER THE DATE. LASTLY, PRESS THE
TAB BUTTON ON YOUR KEYBOARD TO GO TO THE SUBMIT APPLICATION BUTTON AND PRESS
ENTER ON YOUR KEYBOARD TO CLICK ON IT AND SUBMIT YOUR APPLICATION. YOU WILL THEN BE
TAKEN TO THE FEE DETAIL PAGE TO PAY THE APPLICATION FEE.

Requested Certification(s) : PROCESS SERVER

S 2021 El

Submit Application




HIT THE PAY NOW BUTTON TO BE TAKEN TO THE PAYMENT PORTAL

Te complete the anline ap cati . L MUst pa - r recl fe . IF v ress 'Submit' skip payment of fees, your application wil

C until t are pa 1 g W C e and pay by mail.
Licensing ertification fee [PROCES ERVER)

Texas.gov Price® $204.76

® This service Is provided by Texas.goy, the official website of Texas. The price of this service Includes funds that support the ongolng operations and enhancemeants
of Texas.gov, which Is provided by a third party In partnership with the State,

plication”,

XD € Click Here




ENTER YOUR NAME AND THE BILLING ADDRESS CURRENTLY ON FILE WITH THE CREDIT
CARD COMPANY OF THE CARDHOLDER. SCROLL TO THE BOTTOM AND CLICK NEXT.

£\
. K&

t@*
Jl
\&/

- i Transaction Summary
: Transaction Summary S P di

Tnas.gov Price ) S204.76

Paymem :EE.H:;':E'.ET'C'F'\.Eﬁrf-'.& -

Payment Type v Texas.gov Price @ $204.76 5 ’ Need Help?

Credit Card

Need Help?

Customer Information




ENTER YOUR NAME AND THE BILLING ADDRESS CURRENTLY ON FILE WITH THE CREDIT
CARD COMPANY OF THE CARDHOLDER. SCROLL TO THE BOTTOM AND CLICK NEXT.

\'\-
) e.:.-i, -\ ?.‘: I,Q‘Mﬁ: )a Pgrmoei

Transaction Summary Transaction Summary
Payment -

Payment Type i Texas.gov Price {§ 204,76 : b Texas.qov Price @ $204.76

Credit Card _ _
Need Help? . Need Help?

Payment Infarmation




CHECK THE I’'M NOT A ROBOT BOX, FOLLOW ANY INSTRUCTIONS THAT POP UP, THEN
CLICK SUBMIT PAYMENT.

0 e JQeemem PO ) e

Emall Adéress

Transaction Summary Transaction Summary

Receipt Email Addrasses

Payment

Texas.gov Price @ 520476 Payment Information J .
Paymend Type ¥ Toxas gov Prica (§ $204.76

el Credit Card Mame: on Gredit Card
Need Help?

Need Help?

Customer Information

Address Phne Mamber

o Email Address

Recept Emall Addresses : é CIiCk Here

Paymant Informetion




YOU'LL SEE THE MESSAGE BELOW AS YOUR PAYMENT IS BEING PROCESSED.

Please wait




AFTER YOUR PAYMENT IS PROCESSED, YOU'LL BE TAKEN TO THE CONFIRMATION PAGE OF
YOUR APPLICATION. FROM HERE YOU SHOULD PRINT YOUR PAYMENT RECEIPT AND
APPLICATION SUMMARY FOR YOUR RECORDS, THEN CLICK RETURN TO HOME

Proces: =

¥ OUR APPLICATION HAS BEENM SUBMITTED. ¥YOU WILL RECEIVE AN AUTOMATED EMAIL WHEM YOUR APPLICATION HAS BEENM APPROVED.

cex, Your Application for New Process Server Certification has been submitted. Your online transaction number = 2065921 . Use

Ayimaent receipt: Click Hers

5. {(Optional)

EETT < Click Here




CLICK VIEW PENDING ONLINE APPLICATION(S) ON YOUR HOME PAGE MENU. YOU’LL BE ABLE TO SEE THE
APPLICATION YOU JUST SUBMITTED. THIS IS HOW YOU CONFIRM RECEIPT. THIS IS WHERE YOU’LL BE ABLE TO TRACK
THE APPLICATION STATUS. IN THE CURRENT STEP COLUMN, THE STATUS REVIEW BY STATE WILL BE REFLECTED.
THE STATUS REMAIN PENDING UNTIL THE APPLICATION IS APPROVED. WHEN THE APPLICATION IS PROCESSED,
YOU'LL BE SENT AN AUTOMATED EMAIL CONFIRMATION ADVISING THE APPLICATION HAS BEEN APPROVED AND THE
APPLICATION WILL NO LONGER SHOW UP ON THIS PAGE. CHECK YOUR INBOX (AND SPAM FOLDER) FOR THIS
CORRESPONDENCE.

WELCOME TOYOUR HOME PAGE!

y o cumenthy bagged into yoer onfing atcount for Proess Senver Cortification proguas
T wwfich wour kg sessdon 30 2 difleent program for Tesn, fudicial Branch Cevirizabion Commizson; (R

Return To Home

License Informations
WHAT D0 YOU WANT TO DO?

kpslication [ype Mogs  Ineuctend  [ae Currmed e Appicaten Semmasy  Vew Cataly  Achan




IF YOU WANT TO VERIFY THE CERTIFICATE YOU UPLOADED WAS ATTACHED, GO TO THE VIEW
PENDING ONLINE APPLICATION(S) PAGE. CLICK ON THE VIEW DETAILS LINK.

Return To Home

Pending / Tncomplete Online Application(s) "

Application Typs Mode Transaction ata Currant Stap Application Summary View Details Action
Application for New
Process Server Online 26592 01/15/202 Application Summary view Detalls €= Click Here

Cartification Withdraw




UNDER THE CHECKLIST, CLICK MANDATORY REQUIRED DOCUMENT(S).

Application Type 1] Current Step
Application for New Process

; Review by State
Sarver Certification

Checklist

Item Cartification .
Item View fAttach Item Status

.- Ty

1 All Finger | welp Docurments (0 Pending

All Mandate ed Document{s) é Click Here NS A Pending

All Additional Supporting Documents, (Optional) Dacurments (0) N/A

Back To Pending Application List




ON THIS PAGE, CLICK RETURN TO HOME. THEN CLICK LOGOUT TO EXIT THE SYSTEM.

Return To Home € Click Here
Pending / Incomplete Online Application(s) ' |

Application Type Maode Transaction # Date Current Step Application Summary View Details Action

Application for New

Process Seryve Onling 265921 0i/15/2021 Review by State Application Summary View Datails

Certification




Phone:
512-475-4368, Ext. 1

Email:
processservers@txcourts.gov

PROCESS SERVER
CERTIFICATION Website:
DEPARTMENT https://www.txcourts.gov/jbcc/process-server-certification/



mailto:processservers@txcourts.gov
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