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How Applicants  Access the Documents Secure Site  

1. Go to the Documents Secure Site.
2. Create your account and Sign in. You only create an account once.

• Select the No account? Create one option

• Enter the Primary Email address you used to create your profile/submit your
application in our online licensing system (ALiS), then click Next.
Important Note: You cannot use another email address. If you use an invalid email
address, you’ll get a message saying the account is not on our list.

If you enter the correct address, you should see the screen below. 

https://JBCCDocs.txcourts.gov


• You’ll get a message saying a code was sent to your email address.

• Check your email, including your spam/junk folder. Enter the code in the Enter
Code field, then click Next to access the system.

• Select Yes or No for staying signed in.

You will now be in the system and can upload your documents. 



• On the “Your Documents” page, upload your documentation by clicking Choose
Files to locate them. Once located, click Upload.

• You’ll see this screen below if the file was uploaded successfully

• Scroll down and select the department your application pertains to (i.e., select the
department that relates to the type of certification, license, or registration you seek):



• Click Submit for Review.

• You will now see that your documents were submitted for review.

• You can Sign Out of the system now.

Acceptable document formats currently only include JPG and PNG files. 


