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SECTION 1: REGISTERING AN ACCOUNT (i.e., creating a profile)  

Only for Existing Applicants Who Filed an Application with us Prior to 09/01/2017: 

You must use the activation code we issued to you in September of 2017 to create a profile that will link 
to your existing account. If you did not receive a code, and you applied with us prior to 09/01/17, you 
email the department for your application type to receive your code. 

1) Go to the home page of the website for your application type. 
2) Scroll down to the JBCC Online Certification, Registration & Licensing System and click the 

red button to access the system. 
3) Click the tab for the program which pertains to your certification, license, or registration. 

 
4) In the Existing Certification section, click the Click Here link 
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5) The Program field will default to the tab you selected. If you need to change it, simply select the 
program you need (i.e., Court Reporters, Court Interpreters, Certified Guardians, or Process Servers). 
Select Individual in the Entity Type field (for individual licensees) or Business Entity (for 
court reporting firms or guardianship programs) 

6) Enter your certification/file# in the Certification # field or Enter your last name in the designated 
field. (Note: do not enter both. You must choose one or the other.)  

a. When entering your certification number, you must use the prefix and the number. For 
example: PSC-1234, CSR-1234, CG-1234, LCI-1234, CRF-1234, GP-1234, etc. 

7) Enter your activation code in the designated field. 

 
8) Click Next to go to the User Registration page. 
9) Update your contact information. 
10) In the Online Account Information section, type in the Login Name and Password you want to 

create for your account 

 
11) Click Register, then you’ll be taken to the home page of your account. From there, select the 

option which pertains to what you want to do and follow the instructions accordingly from there. 
 
SECTION 2: TRACK STATUS/CONFIRM RECEIPT/SEE UPLOADED DOCUMENTS: 

1. Login to your Account 
2. Go to View Pending Application(s) 
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3. Your status will be displayed in the Application Status column 

 
4. Hover your mouse over the application status to see what it means. 

 
5. Click on the View Details link in the View Details column to see which items 

are still pending or have been completed on your application. 
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You can also confirm receipt of the items uploaded to your application.  

 
Note:  Documents (1)= received. Documents (0)= not received. 

SECTION 3: SEARCH FOR LICENSEES: 

• Under the USER LOGIN section, you will see “SITE LINKS.” Click the Click Here link. 

 
• In the “Program” field select your certification program  
• In the ‘Entity Type’ field, select ‘Individual’ (for Court Reporters, Court Interpreters, 

Guardians, or Process Servers) or ‘Business Entity’ (for Court Reporting Firms or 
Guardianship Programs). 

• You can search by name, certification # (in the Certification # field), or certification type. 
o When searching by certification # you must include the prefix and number. For example: 

PSC-1234, CSR-1234, ACR-1234, PCR-1234, CRF-1234, CG-1234, GP-1234, or LCI-
1234. 
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• If you click on the “(+)” by Address Information, you can also search by City, County, Zip, or 
phone # 

 
• Once you’ve established your criteria, click ‘Search’ to see their basic certification information, 

or click ‘Generate Excel’ to see their certification and contact information. The excel document 
can be sorted to your liking. 

 
Note(s):  
• To sort basic ‘Search Results’ data, simply click on the following column titles (to go from 

ascending to descending). 
• If you do not know who you are searching for, or if you just want to see everything, press 

“Search” to see what comes up.  

 
 

SECTION 4: SEARCH FOR APPROVED CONTINUING EDUCATION COURSES: 

• Near the bottom, on the left side of the screen (under the USER LOGIN section), you will see 
“SITE LINKS” 

 
• In the “Program” field select your certification program.  
• You can search by course title, provider name, dates offered, Hours Type, or Type. 
• Once you’ve established your criteria, click ‘Search.’ 

 
 
Note(s):  
• To sort the ‘Search Results’ data, simply click on the following column titles (to go from 

ascending to descending):  
o Course Title, Provider Name, Course Offered Date, and Location. 
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• If you just want to see currently approved courses in the system, enter a date range, then press 
“Search” to see what comes up. For example: 01/01/2024 – 01/01/2026. 

• You can search by course name, provider name, dates offered, type, or hours type. 
• If you do not know what you are searching for, or if you just want to see everything in the system, 

press “Search” to see what comes up.  
• Sometimes you must tweak how you’re searching. For example, if you’re looking for a seminar 

called “ABC’s of Court Reporting” presented by “Cinderella’s CE Seminars of Texas”, but you 
can’t find it by name, try a partial search of the name of the course (i.e., Cinderella’s), or a partial 
name of the provider (i.e., ABC’s) and don’t enter anything else (i.e., no dates, etc.). Sometimes 
less is more.  

o For example, enter just the first word or two of the course title in the Course Title field. 
Leave all other fields blank and click Search. 

  
 

SECTION 5: ORDER REPLACEMENT CERTIFICATION CARD/ WALL CERTIFICATE: 

1. Log in to your account (i.e., online profile) 
2. Under the ‘What do you Want to Do’ menu, click on ‘General Fee Remittance’ 

 
3. Click on the item you are ordering (i.e., card or certificate), then click Next. 

 
4. Enter/verify all requested information on the ‘Personal Information’ tab, then click Next. 
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5. Verify/update any changes on the ‘Address Information’ tab, then click Next. 

 
6. Review the Certification Information tab. (Note: info cannot be updated by applicant), then 

click Next. 

 
7. Read the Attestation page, then check the box by the declaration, and enter your name and date. 

 
8. Click ‘Submit Application’  
9. On the ‘Fee Detail’ page, click ‘Pay Now.’ 
10. Complete the payment process. (NOTE: if you do not pay, we will not receive your application.)  

SECTION 6: CHANGE YOUR NAME: 

1. Log in to your account. 
2. Under the ‘What do you Want to Do’ menu, click on ‘Change Name’ 

 
3. Under the ‘Application Type,’ the “Application for Updating Name on Certification” defaults 

to checked. Click Next. 
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4. Enter your new full legal name (last name, first name, and middle name) 
5. Check the appropriate box indicating the reason for your name change. 

 
6. To attach your documentation in the ‘Mandatory Required Document(s)’ section, click on the 

‘Documents (0)’ link. 

 
7. Click ‘Add’ 

 
8. Click on ‘Choose File’ to locate the file on your computer to be uploaded.  

 
9. Once you have selected your file, click Upload. You will see it in the ‘Document’ column. 

 
10. You can confirm what you uploaded by clicking on the ‘Documents (1)’ link. 
11. Read the Attestation page, then check the box by the declaration.  

Enter your name in the ‘Name’ field. 
12. Enter the Date in the ‘Date’ field 

 
13. Click ‘Submit Application’ 
14. After you submit your application, you’ll be taken to the Confirmation page. Note: You will only 

see your attachments if the “Mandatory Required Document(s)” link is present, which is not 
the case for this form. The Documents link on the row for ‘Additional Supporting Documents’ 
will show “(0) because no docs were attached using that link as no additional documents are 
required. You can logout at this point. 
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SECTION 7: UPDATE CONTACT INFORMATION: 

1. Log in to your account. 
2. Under the ‘What do you Want to Do’ menu, click on ‘Update Profile’ 

 
3. Update all of your contact information. 
4. Click ‘Save’ 
5. Logout 

SECTION 8: ATTACH DOCUMENTS TO A PENDING APPLICATION: 

Important Information: 
* Naming structure(s): please ensure to name them in a way which clearly identifies the document. For 
example, good names would be “Complaint form,” “Contact Update for Jane Doe,” “Screenshot-:Login 
page,” etc. Examples of bad names would be “JBCC,” “123456789”, “abcdefg”, “document”, or other 
non-descript names. 
* File types accepted: PDF, Excel, Word, or JPG/JPEG only. 

1) Log in to your account. 
2) Under the ‘What do you Want to Do’ menu, click on ‘View Pending Application(s).’ 

 
3) When you get to the list of pending online apps, click on the ‘View Details’ link for your 

application. 

 
4) For non-mandatory documents, click on the ‘Document(s)’ link in the ‘View/Attach’ column on 

the row for ‘Additional Supporting Documents. (Optional).  
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5) For mandatory documents, click on the ‘Mandatory Document(s)’ link, then click on the 
‘Documents (0)’ link in the ‘Document(s)’ column. 

 
6) It’ll take you to the ‘Upload Document’ page to upload your document(s). Click ‘Add.’ 

 
7) Click on ‘Choose File’ to locate the file on your computer to be uploaded. Once you have 

selected your file, you will see it in the Document column. 

 
8) Once you have selected your file, click ‘Upload.’ You will see it in the ‘Document’ column. 

You can see what was uploaded by clicking on the “Documents (1)” link.)   

 
9) Once uploaded, email the department it pertains to (i.e., court reporting, court interpreters, 

guardians, or process servers) so they know it’s been uploaded. 
 

SECTION 9: HOW TO WITHDRAW AN APPLICATION (only for applications that have yet to 
be submitted): 
 

1) Log in to your profile/account. 
2) Under the ‘What do you Want to Do’ menu, click on ‘View Pending Application(s).’ 
3) When you get to the list of pending online apps, click on the ‘Withdraw’ link, under ‘Continue 

Application.’ 

 
4) You’ll get a pop-up box asking if you are sure you want to withdraw the application, click ‘OK.’  

 
5) Logout of your profile. 
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SECTION 10: RESET FORGOTTEN PASSWORD or RETRIEVE FORGOTTEN LOGIN 
NAME: 

1) Go to the main page of our online system. 
2) Next to the Login button, click on the Forgot Login/Password link. 
3) For ‘Entity Type,’ select ‘Individual’ (for licensees) or ‘Business Entity’ (for court reporting 

firms). 
4) Select your program (i.e., Court Reporter, Court Interpreter, Guardian, or Process Server). 
5) Enter your Certification, License, or Registration # in the ‘Certification #’ field or enter your 

Login Name in the ‘Login Name’ field. (Note: Do not enter your certification # and login name.) 

a. When entering your certification number, you must use the prefix and the number. For 
example: PSC-1234, CSR-1234, CG-1234, LCI-1234, etc. 

6) Enter your email address in the ‘Email’ field. 

 
 

 
 

7) Click ‘Retrieve Login/Password’ button. 
8) You get a message saying your information has been sent to your email address. 
9) Retrieve the forgotten information (reset password link) from your email. (Note: check your spam 

folder, in case the email goes there.) 
10) When you click on the link in your email, you’ll be taken the page to enter a new password, you 

will also see your login name on this page.  
11) Click ‘Save,’ then you’ll be on the main page again. Enter your login name and new password. 
12) Click ‘Login’ 

 

https://jbcctexas.txcourts.gov/


As of:  02/27/26 

12 
 

SECTION 11: MAKING EXCEL LIST OF LICENSEES SORTABLE 
 
After opening the search results Excel spreadsheet, do the following: 

1. Selecting the entire spreadsheet by clicking on the cell located to the complete left, 
just to the left of column A and above the number 1. 

2. Right click, select Format Cells 
3. Under the Alignment tab, uncheck Wrap Text, and uncheck Merge Cells. 
4. Click OK 

From there you should be able to maneuver the columns and sort as desired.  

SECTION 12: PRINTING PAYMENT RECEIPTS 

1) Log in to your online profile. 
2) On the What Do You Want to Do menu, click the link to Print Receipt. 

 
3) Locate the receipt you need, click the Print link, and follow instructions accordingly from there. 

 

SECTION 13: HOW TO CORRECT WRONG CE ENTERED ON RENEWAL APPLICATIONS 

Scenario #1 (Applicant has already logged out of profile without submitting their application) 

1. Login to your profile. 
2. Go to View Pending Application(s) on the What Do You Want to Do menu. 

 
3. Click on View Details for the renewal application. 

 
4. On the Checklist, click on the Completed Required CE Hours link. 
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5. On the Continuing Education Details page, Click Add. 

 
6. Add the correct course and upload the correct certificate. 
7. On the course(s) selected in error, upload a document to it (any document) and in the 

Comments section of the Document Upload page, type in “Delete this course, please.” Click 
Upload. 

 
8. Continue with your application. Once reviewed by staff, they will delete the course as 

requested. 

Scenario #2 (Applicant has not logged out of profile and has application open) 

1. Select the correct CE course and upload the correct CE certificate to it. 
2. On the course(s) selected in error, upload a document to it (any document) and in the 

Comments section of the Document Upload page, type in “Delete this course, please.” 
3. Continue with your application. Once reviewed by staff, they will delete the course as 

requested. 

SECTION 14: HOW TO PAY AN INVOICE  

1. Login to your online profile 
2. On the What Do You Want to Do menu on your profile home page, click Pay Invoice(s). 

 
3. Click the box in the Select column. 
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4. Click Pay to be taken to the payment portal and follow instructions accordingly from there. 
5. You also have the option to Print Invoice from here as well. We recommend doing so; however, 

it is optional. All you have to do is click the Print Invoice link and follow instructions accordingly. 
6. After you’ve paid the receipt, you must reply to the email you received about being invoiced, so 

we know it’s paid as we are not alerted otherwise. 

SECTION 15: HOW TO UPDATE WORK SUPERVISOR FOR CERTIFICATIONS 

This only pertains to certifications for Apprentice Court Reporters and Provisional Guardians.  

Prior to Submitting your Applications to the JBCC, you must update your supervisor as follows: 

1. Login to your online profile. 
2. On the What Do You Want to Do menu on your profile home page, click View Pending 

Applications to locate the app. 
3. Click the Continue Application link. 

 
4. Click the Education Detail tab to get to the Work Supervisor Information section. 

 
5. In the Work Supervisor Information section, enter the certification number of your supervisor. 

a. For court reporters, ensure to enter the CSR prefix. Example: CSR-1234 
b. For guardians, ensure to enter the CG prefix. Example: CG-1234 

6. The system will automatically fill in the rest of the information (i.e., phone #, email, and name). 

 
7. Click Next to continue your application (i.e., pay and submit it). 

After Submitting your Applications to the JBCC, you cannot update your supervisor online. To 
update your supervisor after your application has been submitted (including after you become certified), 
you must do the following: 

1.  Submit documentation confirming your supervisor to the JBCC via email.  
a. For court reporters, send documentation to: courtreporting@txcourts.gov 

mailto:courtreporting@txcourts.gov
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b. For guardians, send documentation to: guardians@txcourts.gov 
2. Staff will upload the documentation to your profile and update the information on this end. 

SECTION 16: HOW TO SWITCH FROM ONE CERTIFICATION PROGRAM TO ANOTHER 
FROM WITHIN YOUR EXISTING ONLINE PROFILE (If You Hold Multiple Certifications).  

The following is an example of why you would switch from one program to another: 

 You are currently certified as a Court Reporter, and you are certified as a Process Server. You 
need to update contact information on both certifications, or you need to renew one of them; you 
would simply log into your existing court reporter profile and follow the procedures below. 

To change programs from your existing certification, you must do the following: 

1. Login to your existing certification profile 
2. You will see your Login Options for each certification (like shown below).  

o Login as: Court Reporter Certification 
o Login as: Process Server Certification 

3. Select the one you need to access, then click Next. 
4. You will be taken to the Profile Home page for the certification you selected. 
5. Click on the menu item you need (i.e., Renew, Update Profile, View Pending Applications, etc.) 
6. Follow instructions accordingly from there. 

If you only have one certification and wish to apply for another one, or you created a profile for a 
certified guardian in error trying to register a guardianship, you must do the following to switch programs 
from your existing profile. 

1. Login to your existing profile. 
2. On your home page, click the Click Here link. 

 
3. Select the program you need from the menu below, then click Next. 

 

mailto:guardians@txcourts.gov
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4. You will see the program has changed as has your menu options. 

 
5. Select the appropriate menu  option and follow instructions accordingly from there. 

SECTION 17: HOW TO UPDATE GUARDIANS FOR A GUARDIANSHIP PROGRAM 

6. Login to your existing profile 
7. Under the What Do You Want to Do menu, select Update Program’s Guardian(s) 

 
8. On the Program’s Certified Guardian(s) row, click Add 

 
 
 

9. To add a guardian, enter the guardian’s certification number (that starts with CG or PG), or click 
the magnifying glass next to that field to search for them by name. 

 
You will see this screen after clicking on the magnifying glass. Just enter your search criteria and 
click Search. 
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Click on the name of the guardian you need to add. They will be added to your list of certified 
guardians. 
 

10. To remove a guardian, click Delete by their name to remove them.  

 

 

 


