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THINGS YOU CAN DO IN THE ONLINE SYSTEM

Submit your Application
Check the status of your application.
Track the progress of your application.

Upload documentation to your application.

Withdraw your application (prior to submission).

Reset your forgotten password.

Submit your Application

Update your contact information.

Check the status of your application.

Track the progress of your application.

Upload documentation to your application.
Withdraw your application (prior to submission).

Reset your forgotten password.
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IMPORTANT RENEWAL INFORMATION

* Renewal notices are sent approximately 90 days prior to your expiration date. After notices are issues, you will be able to
apply for renewal of your certification, license, or registration. Check your inbox and spam folder for this notice.

* Not receiving a renewal notice is not grounds for an extension of time or exemption from additional fees.
* We strongly recommend that you submit your renewal application no less than 30 days prior to your expiration date.

* If you've previously started a renewal application prior to your expiration date, but you did not finish it before you
expired, you must withdraw it and start a new renewal application if you have not been expired for a year or more.

* If you've previously started a renewal application prior to your expiration date, but you did not finish it until after you've
been expired for a year or more, you must withdraw it. You cannot renew a certification, license, or registration that has
been expired for a year or more.

* You are not considered renewed until your application has been processed.

* Renewal applications, fees, and all supporting documentation must be submitted online.
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HOW TO LOCATE CE COURSES IN THE ONLINE SYSTEM

Locate courses in the system by utilizing 1 of the * You must pay close attention to the Dates Offered (i.e.,
3 search methods indicated below: the start and end dates).
1. Search by the full course name, * The date of the course you took must be within the

date range listed in our system for the course.

2. Search by course provider’s name, or
» Example: You took the course on 05/15/24. The

3. Search by partial course name. Dates Offered are listed as 01/15/2023 to
* Enter just the first word or two of the 01/15/2024, you cannot select that course. You
course title. must locate and select the one that was offered

* Leave all other fields blank. when you completed it.

* Click on the Search button.  If there’s not a course in the system that covers the
date you took it, you will not be able to apply that
towards your renewal because the approval for it has
expired.

* You can apply for CE approval as an attendee so
you may use the course. You must do no less than
30 days before your expiration date.
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IMPORTANT CE COURSE INFORMATION

* When reporting CE, you must report the correct course(s).
* Please do not misreport your course, such as selecting anything just to be able to attach your course certificate.

* The seminar name on your certificate(s) of attendance must match the seminar name you reported for renewal.

*  When reporting CE, do not report each individual session you participated in for a seminar.
* Only report the seminar itself. For example, if you attended “ Disney’s 2024 Annual Seminar’, you must search for and
report that seminar (i.e., course), not each session within that seminar.
* CE Certificates must contain the following information:
1. The JBCC assigned program number (which will start with CSR, GD, LCl, or PSC based on the department it is for).
The name of the course provider.
The title of the course.
The date the attendee completed the course.
The number of hours completed by the attendee.
List of sessions completed by the attendee.

N o ke WD

The signature of the course provider.




HOW TO CORRECT WRONG CE ENTERED ON RENEWAL APPLICATION

Scenario #1

Applicant has already logged out of profile without submitting
their application.

1.
2.

Login to Profile

Go to View Pending Online Application(s)on What Do
You Want to Do menu

Click on View Detailsfor the renewal application

On the Checklist, click on the Review Continuing
Educationlink

On the Continuing Education Detail page, Click Add
Add the correct course and upload the correct certificate

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.”

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.

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.”

Continue with your application. Once reviewed by
staff, they will delete the course as requested
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Requirements for Renewal of Court Reporters and Court Reporting Firms

Certified Shorthand Reporters (CSR’s) :

1. Obtain 10 hours of JBCC approved CE (w/2.5in
ethics, TX rules, or both)

2. Submit renewal application & renewal fee online

3. Reportyour CE courses by

* selecting the courses you took from our
online system, and

* uploading your course completion
certificates to its corresponding course.

4. Pass a state (DPS) and national (FBI) background
check.

* If you've being fingerprinted for the court
reporter certification department already,
you do not have to get fingerprinted again.

* |f for any reason you must be fingerprinted,
staff will email you as soon as possible;
otherwise, no action will be required of you
for the background check reports.

Court Reporting Firms (CRF’s)

1.

Obtain 10 hours of JBCC approved CE (w/2.5in
ethics, TX rules, or both)

Submit renewal application & renewal fee online

Report your CE courses by

* selecting the courses you took from our
online system, and

* uploading your course completion
certificates to its corresponding course.

Pass a state (DPS) and national (FBI) background
check.

* If you've being fingerprinted for the court
reporter certification department already,
you do not have to get fingerprinted again.

* |f for any reason you must be fingerprinted,
staff will email you as soon as possible;
otherwise, no action will be required of you
for the background check reports.



https://www.txcourts.gov/jbcc/court-reporting-firms/registration-renewals/
https://www.txcourts.gov/jbcc/court-reporters-certification/renewals/

Requirements for Renewal of Guardian Certification and Guardianship

Programs

Certified Guardians (CG’s):

1. Obtain 12 hours of JBCC approved CE (w/2 in
ethics and 1 in legislative update)

2. Submit renewal application & renewal fee online

3. Reportyour CE courses by

* selecting the courses you took from our
online system, and

* uploading your course completion
certificates to its corresponding course.

4. Pass a state (DPS) and national (FBI) background
check.

* If you've being fingerprinted for the
guardianship certification department
already, you do not have to get
fingerprinted again.

* |f for any reason you must be fingerprinted,
staff will email you as soon as possible;
otherwise, no action will be required of you
for the background check reports.

Guardianship Programs (GP’s)

1. Submit renewal application & renewal fee online

2.  Submit current documentation for items in
section 7.8 (b)(1-8) of the JBCC Rules.

* You must upload a Word, Excel, or PDF
document that provides the required
information.



https://www.txcourts.gov/jbcc/guardianship-programs/registrations-renewals/
https://www.txcourts.gov/jbcc/guardianship-certification/renewals/

Requirements for Licensed Court Interpreters and Process Servers

Licensed Court Interpreters (LCI’s)

1. Obtain 16 hours of JBCC approved CE (w/4 in
ethics)

2. Submit renewal application & renewal fee online

3. Report your CE courses by

* selecting the courses you took from our
online system, and

* uploading your course completion
certificates to its corresponding course.

4. Pass a state (DPS) and national (FBI) background
check.

* |fyou've being fingerprinted for the court
reporter certification department already,
you do not have to get fingerprinted again.

* If for any reason you must be fingerprinted,
staff will email you as soon as possible;
otherwise, no action will be required of you
for the background check reports.

Process Server Certification (PSC’s)

1. Obtain 8 hoursof JBCC approved CE (w/2 in
ethics)

2. Submit renewal application & renewal fee online

3. Reportyour CE courses by

* selecting the courses you took from our
online system, and

* uploading your course completion
certificates to its corresponding course.

4. Pass a state (DPS) and national (FBI) background
check.

* |fyou've being fingerprinted for the court
reporter certification department already,
you do not have to get fingerprinted again.

* |f for any reason you must be fingerprinted,
staff will email you as soon as possible;
otherwise, no action will be required of you
for the background check reports.



https://www.txcourts.gov/jbcc/process-server-certification/renewals
https://www.txcourts.gov/jbcc/licensed-court-interpreters/renewals/
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* Go to your program’s home page. Click on the big, to “Access the JBCC Certification,
Registration and Licensing System.” (See sample screenshot below)

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

LICENSING SYSTEM

& Click Here

Online System Resources

Guide to Using the Online System (pdf) [l

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

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




In the System, click the tab for your program (ie, court reporters, guardians, court

terpreters, or proce.

SS Servers).
Texas Office of Court Administration

Judicial Branch Certification Commission (JBCC)

USER LOGIN

et —

Password

Forgot Login/Password m

Password is case sensitive.

SITE LINKS

To Search for Certified Process
Server: Click Here

To search for an approved Continuing
Education Course for Process Server:
Click Here

For any question lease contact us
at processserv courts.gov. For
more information, please Click Here

Guardians

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://www.txcourts.gov/jbcc/process-server-certification

Existing Certification

Existing Individuals/Firms registered with State Click 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

We accept:




Enter your Login Name and Password, then click Login

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

USER LOGIN

et —

Password

Forgot Login/Password

Password is case sensitive.

SITE LINKS

To Search for Certified Process
Server: Click Here

To search for an approved Continuing
Education Course for Process Server:
Click Here

For any questions please contact us
at processserversc courts.gov. For

more information, please Click Here

Guardians

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
s authorized to serve process statewide. For more information on certification

mé Click Herents, statutes, rules, policies and standards, please visit the JBCC website,

http://www.txcourts.gov/jbcc/process-server-certification

Existing Certification

Existing Individuals/Firms registered with State Click 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

We accept:




On your Home Page, click the Renew option on the What Do You Want to Do

menu.

Contact Information

PROCESSSERVERS@TXCOURTS. GO\

WHAT DO YOU WANT TO DO?

Click Here>

M

WELCOME TOYOUR HOME PAGE!

ged into your online account lor Process Server Certification program

ain session o a different progr am for Texas. Judicial Branch Centifcation Commission

License Information:

Cartification Type Cartification & Endorsaimant Restriction Status

PROCESS SERVER PEC /A TEST FILE

For questions please 15 govy, We are closed on State Holidays

Expiration Date




Click Next on the screen below

Which application would you lke to apply?

# Application for Renewal of Process Server Certification

Certification Type Certification # Endorsement Restriction Status Expiration Date Requested Action
CESS

SERVER

C - N/A I v

m Click Here—)m




Personal Information tab: click Next

I, II.-— r.|‘—-
Education Detall Questions Attestation l
\

Last Name * WATERS Flrat Name * Middle Name
Sulflx DOB *

Gender

m (— Click Here




Address Information tab: Update information, then click Next

tiorn Detail

Country = Uin

Address = 120 My Fake

Prirmary E-mall =

Country ™
Address =
Clty =
Counby = Primary Phone

Prirmary E-mail Alternate E-mail

Thels imformme
Country =

FErm el ang e

AptiUnitfq

State/Provi X Zip *®

v B Ext 513 Alternate

Primary E-mail = Alternate E




Education Detail tab. To enter CE courses & upload CE certificates click Add

ra f
| Perzonal Infarmation Address Information

Continuing Education Detalls Add
Certified Process Servers are required to complete 8 hours of continuing education. Report CE hours earned during your Dwo year certification period. IF you have not |

the CE requirement for renewal, your application will not be processed until all requirame
atlendandd
Total Continuing education hours :0




Course Detail and Information page. Click the Click Here link to locate your
course

Course Detail and Information

I . - o P - - - - | Cil = == il s - 11 . - -
wed continuing education course search, Please submit the course approval request

Program * Process Server Certification |+

Course Title * You must e Click Hereu;:-pr-::-'.led Continuing Education Course,
Completion Date * &l

Pravider Name Course Type

Credit Type Credit Hours

Mon-Ethics =




Course Search page. Click the Click Here link to locate your course

Course Search

* Search by Course name.
* Search by Provider name.

* Search by partial course name:

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.

The seminar name on your certificate(s) of attendance must
match the seminar name you reported for renewal.

When you find your course, click on the name of it
(which is hyperlinked) to select it.

for
a seminar. Only report the seminar itself. If you attended
“Disney’s 2024 Annual Seminar”, you search for that
seminar (i.e., course), not each session within that
seminar.




Course Detail and Information page. The course you selected will now show up on this page (as shown
below). On this page, you’ll enter the date you completed the course and click Save. (Note: the system will

automatically reflect the number of hours approved for the course. Uploading your CE certificates will show
us how many hours you obtained for the course).

Course Detail and Information

E g D -’_I'-: al 'I

It the course vo
Program *
Course Title * You must Click Here to choose from list of approved Continuing Education Coursa,

Completion Date =

Provider Name Texas Process Servers Academy Course Type Other

Requested Credi

Credit Type Credit Hours

MNan-Ethics 12




Education Detail tab. You will now see the course(s) you reported for your
renewal. To upload your course certificates, click Course Certificate (0), to get to
the Document Upload page.

e

Report CE hours earned during war cartification peried. If vou have not mat the CE requirement for renawal, your application will not be processed until all
réquirements have been maet an : Yoaur -:"#rl;i"ir.j..ﬁt{--: 2| of artendance or other documaentation of attandance have been received,

Course Title Provider Name Completion Date Type Hours Course Certificate
Ethics By Choice or By Chance  Jeff Justice Seminars | 10/15/2017 Othar Total: 2.5, Ethics:2.5, Non-Ethics:0

Total Continuing education hours :2.5

<< Back | Next »» |




Document Upload page. Follow the instructions on this page to upload your CE
certificates of attendance from your device to your online application. Click Add.

Fields marked with asterisk (*) are required.

Document Upload

Instructions:

1. Click 'Add' to create a new row.
2. Click 'Browse' or 'Choose File' on the row to select document. Repeat steps 1 & 2 to select more

documents.
3. Click 'Upload' button to attach all selected documents.
4, Uploaded files must only be in PDF, DOC, JPG,JPEG, PNG, or EXCEL format.

itachbocumente) S ey

Please click 'Add' to add a new row.




Click Choose File or Browse (whichever option appears for you).

lelds marked Wi asterisk ()

Document Upload

Instructions:

1. Click 'Add’ to create a new row.

2. Click '‘Browse' or 'Choose File' on the row to select document. Repeat steps 1 & 2 to select more
documents.

3. Click 'Upload' button to attach all selected documents.

4. Uploaded files must only be in PDF, DOC, JPG,JPEG, PNG, or EXCEL format.

ttach Document(s)
Please click 'Add' to add a new row.

Document Comments Delete

Click Here=~>| Choose File | No file chosen Delete




Click Upload.

Fields marked with asterisk (*) are required.

Document Upload

Instructions:
1. Click 'Add' to create a new row.
2. Click 'Browse' or 'Choose File' on the row to select document. Repeat steps 1 & 2 to select more

documents.
3. Click 'Upload' button to attach all selected documents.
4. Uploaded files must only be in PDF, DOC, JPG,JPEG, PNG, or EXCEL format.

ttach Document(s)
Please click 'Add' to add a new row.

Document Comments Delete

‘ Choose File ‘ Certification...eport (9).pdf Delete

m (— Click Here




Education Detail tab. When your certificate is uploaded, you’ll know it’s uploaded when the
Course Certificate (0) changes to as shown on the screen below. Click Next.

Questions Attestation

| << Back I | Next H'

g

Course Title Provider Name Completion Date Type Course Certificate

-I- ias i W eSS i
Process Sarvar Review Onlina 01/01/2020 T Tota
Servers Academy E

Total Continuing education houis :12
m | << Back | Next >> | Click Here




Questions tab. Answer all questions on this page. Click Next.

Personal Information Address Information |—| Ex tion Detall
L1

Question Response

Since 4 rlast renewal, e ad a p i L O e trat a 1 Yes

r by i cllent for
fraud, moral turpitude, mi sentation, material omigsion, misappropriation, theft, assault, batte

ch of trust, bre of fiduclary duty or c fes, please provide dat and explaination of

hawve

by In return for @ grant
guilty or no con

onvkender

d adjudicati
r)

) im returm




Attestation tab. Check all designated boxes. Enter your name (i.e., the applicant’s name). Press
Tab on your keyboard to tab over and enter the date, then tab over again to the Submit
Application button and Press Enter on your keyboard to click on it.

As part of the application p . 1 understand and agree that:
= My crimin: story record information will be obtained by fingarprint search

1 must F for having fingerprints taken by an a

I must L A prints taken and the g Tor the r
= My criminal histor rd Informa 3 Judicial Bz h Certification Commisslon by the Texas Departmant of Public Saf
L] Hl,' criminal history récord informa 1 will Include Information obtalned 1‘||Il:|-|||;I"| the Texas Department of Public Safaty and the Federal Bureau of [nvestigaticn
* | will provide, If requested to do so by the Judiclal Branch Certification Commis 1, additional documents, re is and Information relating to my criminal
history record information.

ke for reading the JBCEC Rules, adopted by the Supreme Court of Texas and avallable on the JBCC's website, regarding the O UENCE

llcation must . 3 3 = it will be consid by the JBCC, A compléele g

formation obt 3 o0 day

i application form, criminal hist
date, and paymeant of the [T
owledge it Is my respons 3 read, understs

y the Rules and other applicab standards or ¢ i, which are avallable from the JBC
s | acknowledge that the fees submitted with this application are non-refundable

 If my appllcation I8 appro 1, I have a continuing aobligation to notify the 1 C of any changes Lo my tact Information with 30 days of the changa.
Information ymitting any required dis

alty of perjury that the Information pre

Mame Diate =

Submit Application




Fee Detail page. Click the Pay Now button to be taken to the payment portal.

ur applica

Licenging/Certification fee (PROCESS SERVER) 5200.00

Texas.gov Price® £204.76

* This service |5 provided by Texas.gov, the official we e of Texas, The price of this service includes funds that support the ongoing operations and enhancements

of JQov, which is provided by a third party in partnership with the State.

nformatio on ~Edit Application”.
Failure to comp wWith the L e L g ultiple cha o

ST < Click Here




Enter your name and the billing address currently on file with the credit card company of the

cardholder.

Payment

Payment Type

Credit Card

Customer Information

Texas.gov Price (@ $204.76

Need Help?

Transaction Summary

Taxas gow Price ) §204.78

Need Help?




Enter your name and the billing address currently on file with the credit card company of the
cardholder. Click Next.

Payment Informatica

Transaction Summary Transaction Summary

Payment
Prymént Typs

Texas.gov Price § S204.16

Credit Card

Need Help? Need Help?

Recept Enail Addreases




Check the I'm not a robot box, follow any instructions that pop up, then click Submit Payment.

Payment

Transaction Summary
Prymént Typs

Credit Card Payment Information

Need Help?

Need Help?

Verification

Recept Enail Addreases




You'll see the message below as your payment is being processed.

Please wait




Confirmation page. After your payment is processed, you'll be taken to page of your application.
From here you should print your payment receipt and application summary for your records, then

click Return to Home

YOUR APPLICATION HAS BEEMN SUBMITTED, YOU WILL RECEIVE AN AUTOMATED EMAIL WHEN YOUR APPLICATION HAS BEEM APPROVED,
Thank you for using our online services, Your Application for Renewal of Process Server Certification has been submitted. Your on

. Use this transaction number for any future communication with us. We will review your application and if we nead any additional inforr an; ontact you.

o Wiew/Print paymant receipt: Click Hare

Lra number is 265920

~hecklls

Item Certification
It&im
# Type
| SAll Reaview Continuing Educakion

adl Additional Supporting Documents. (Optlonal)

CIEHIER ] Return to Home il Logout




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.

Contact Information
Mame: BLUE BEETLE
12324 MARNVEL WAY,

Retum o Home

Vieww

Renew

Apply for Exam

Apply for New Certification

Print Receipt

ipiciontpe Mok Tadond D (ot Al Summary Vi el At

e piin

CE Approval Reguest F.EFIE'\‘JE\-!\“C[\UH | n o . I ‘“ ‘
Ol 06 TLODOLE Py e oSy el
fty b
(ot

Update Profile




If you want to verify the courses you uploaded and see the certificates were attached, click on
the Return to Home link (shown on the screen below). On your home page, click the Track CE
button (as shown on the screen below).

WHAT DO YOL '-".l'uf;.r'-IT T DO7?

o

i e Mo ridn Uil oy o D A

T =95 € Click Here to “Track CE”




Here you’ll be able to see all CE courses you've reported to the JBCC and the certificates
that were attached. You cannot add CE to this page. CE can only be added directly
to your renewal application. To exit your profile, just click on the Logout link in the

top corner of your home page.

Mailing Address
120 MY FAKE STREET
AUSTIN, TX 78701

PROCESSSERVERS@TXCOURTS.GOV

Course Certificate

Course Title Provider Name Completion Date Hours

Texas Process
Process Server Review Online N 01/01/2020 Total:12, Non-Ethics: 12 Course Certificate (1

Total Continuing education hours ;12




JBCC LICENSING
DEPARTMENT’S

CONTACT
INFORMATION

Court Reporter Certification
Department:

Email:
courtreporting@txcourts.gov

Phone: 512-475-4368, Ext. 3
Guardianship Certification
Department:

Email:
guardians@txcourts.gov

Phone: 512-475-4368, Ext. 5

Licensed Court Interpreter
Department:

Email:
Courtinterpreters@txcourts.gov

Phone; 512-475-4368, Ext. 4
Process Server Certification
Department:

Email:
processservers@txcourts.gov

Phone: 512-475-4368, Ext. 1



mailto:courtreporting@txcourts.gov
mailto:guardians@txcourts.gov
mailto:Courtinterpreters@txcourts.gov
mailto:processservers@txcourts.gov
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