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THINGS YOU CAN DO IN THE ONLINE SYSTEM

• Submit your Application for New Registration.
• Submit payments for any required fees.
• Check the status of your application.
• Track the progress of your application.
• Upload documentation to your application.
• Withdraw your application (prior to submission).

• Staff must withdraw if you’ve already 
submitted it to us.

• Update your Business Name.
• Update your firm’s contact information.
• Print payment receipts.
• Print your application (i.e., application summary)
• Confirm documentation uploaded to your 

application.
• Obtain your Login Name.
• Reset your forgotten password.
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REGISTRATION 
OPTIONS



COURT REPORTING FIRM REGISTRATION OPTIONS

1. Court Reporting Firms (CRF’s) Not 50% owned by a certified shorthand reporter (CSR):
• These firms are required to pay the application for registration fee.

2. Court Reporting Firms (CRF’s) more than 50% owned by a certified shorthand reporter (CSR):
• These firms are not required to pay the application for registration fee. 
• They must upload an affidavit swearing the court reporter owns more than 50% of the firm and maintains actual 

control of the firm to their registration form.
• They must upload corroborating evidence as well, such as copies of tax forms and business entity filings of 

ownership and actual control of the firm to their registration form.



HOW TO COMPLETE 
THE APPLICATION 
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COURT REPORTING 

FIRM REGISTRATION



•   GO TO THE COURT REPORTING FIRM’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, RED, BUTTON TO ACCESS THE JBCC CERTIFICATION, REGISTRATION LICENSING 
SYSTEM

 Click Here



CLICK ON THE COURT REPORTERS TAB 
 



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

 Click Here



FIRST, YOU MUST CREATE YOUR ONLINE PROFILE.

On the Initial User Registration page, 
complete all fields with a red asterisk 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 (i.e., create) a login name.

• Enter (i.e., create) a password.
Click Register to start the application for 
certification process.  Click Here



ON THE APPLICATION FOR NEW COURT REPORTER CERTIFICATION PAGE, SELECT THE TYPE 
OF CERTIFICATION YOU SEEK, THEN CLICK NEXT.
Note: General is not a viable endorsement option for new applicants. You must only select Machine or Oral.

 Click Here



ENTITY INFORMATION TAB. ENTER ALL REQUIRED INFORMATION ON THIS PAGE, THEN CLICK 
NEXT. 
 

Click Here



ADDRESS INFORMATION TAB COMPLETE ALL FIELDS WITH A RED ASTERISK, THEN CLICK 
NEXT.

 Click Here



OWNER DETAIL TAB. ADD ALL OWNERS HERE, CLICK SAVE, THEN CLICK NEXT.

Skip the next tab, Additional Information, to go to the Questions tab.
 Click Here



QUESTIONS TAB. ANSWER ALL QUESTIONS ON THIS PAGE, THEN CLICK NEXT.

 Click Here



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.

 2. Enter Date, press  Tab1. Enter name, press  Tab

3. Press  Enter



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

 Click Here



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

Click Here 



CLICK VIEW PENDING ONLINE APPLICATION(S) ON YOUR HOME PAGE MENU TO SEE THE APPLICATION YOU JUST 
SUBMITTED. THIS IS WHERE YOU CONFIRM RECEIPT, TRACK THE APPLICATION STATUS, AND TRACK THE 
APPLICATION’S PROGRESS DURING THE APPLICATION PROCESS. 

IN THE CURRENT STEP COLUMN, THE STATUS REVIEW BY STATE WILL BE REFLECTED. THE STATUS REMAINS 
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.

Click Here 



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



UNDER THE CHECKLIST, CLICK MANDATORY REQUIRED DOCUMENT(S) OR ADDITIONAL SUPPORTING DOCUMENTS 
(OPTIONAL) TO VERIFY ANY UPLOADED DOCUMENTS, OR TO UPLOAD OTHER DOCUMENTS (INCLUDING YOUR 
FINGERPRINT RECEIPT, AND ANY CORRECTED DOCUMENTS).

 Click Here

Click Here 



ON THIS PAGE, YOU CAN SEE YOUR APPLICATION’S STATUS, AS WELL AS TRACK ITS PROGRESS FROM START TO FINISH. 
THE APPLICATION STATUS WILL CHANGE AS YOUR APPLICATION GOES THROUGH THE REVIEW PROCESS. 

SIMPLY HOVER YOUR MOUSE OVER THE LISTED STATUS TO SEE DESCRIPTIVE TEXT WHICH TELLS YOU WHAT THE STATUS 
MEANS. 

CLICK RETURN TO HOME TO GET BACK TO YOUR PROFILE’S HOME PAGE. FROM THERE, CLICK 
LOGOUT, NEAR THE TOP OF THE PAGE, TO EXIT THE SYSTEM.

Click Here 

Hover mouse over the status to 
 see what it means, as shown 
below.



COURT REPORTER 
CERTIFICATION 
DEPARTMENT’S 
INFORMATION

Phone:
512-475-4368, Ext. 3

Email:
courtreporting@txcourts.gov 

Website:
https://www.txcourts.gov/jbcc/court-reporters-certification/ 
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