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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. 



HOW TO LOCATE 
AND REPORT CE 

COURSES ON 
RENEWAL APPS



HOW TO LOCATE CE COURSES IN THE ONLINE SYSTEM
Locate courses in the system by utilizing 1 of the 
3 search methods indicated below:

1. Search by the full course name, 

2. Search by course provider’s name, or

3. Search by partial course name.
• Enter just the first word or two of the 

course title.
• Leave all other fields blank.
• Click on the Search button.

• You must pay close attention to the Dates Offered (i.e., 
the start and end dates). 

• The date of the course you took must be within the 
date range listed in our system for the course. 

• Example: You took the course on 05/15/24. The 
Dates Offered are listed as 01/15/2023 to 
01/15/2024, you cannot select that course. You 
must locate and select the one that was offered 
when you completed it. 

• 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. This is not 
permissible. 

• 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, LCI, or PSC based on the department it is for).
2. The name of the course provider.
3. The title of the course.
4. The date the attendee completed the course.
5. The number of hours completed by the attendee.
6. List of sessions completed by the attendee.
7. The signature of the course provider.



HOW TO CORRECT WRONG CE ENTERED ON RENEWAL APPLICATION

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

Scenario #1

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

1. Login to Profile 

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

3. Click on View Details for the renewal application 

4. On the Checklist, click on the Review Continuing 
Education link 

5. On the Continuing Education Detail 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.” 

8. 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

Court Reporting Firms (CRF’s)

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

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.

• If you’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.

Certified Shorthand Reporters (CSR’s) :

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

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.

• If you’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.

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

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.

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. 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.

• If you’ve being fingerprinted for the 
guardianship 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.

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

Process Server Certification (PSC’s)

1. Obtain 8 hours of JBCC approved CE (w/2 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.

• If you’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.

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.

• If you’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.

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, red button to “Access the JBCC Certification, 
Registration and Licensing System.” (See sample screenshot below)

 Click Here



In the System, click the tab for your program (i.e., court reporters, guardians, court 
interpreters, or process servers). 



Enter your Login Name and Password, then click Login

 Click Here



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

Click Here



Click Next on the screen below

Click Here



Personal Information tab: click Next

 Click Here



Address Information tab: Update information, then  click Next

 Click Here



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

 Click Here



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

 Click Here



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

* 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.

Do not report each individual session you participated in 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).



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.

 Click Here



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. 

 Click Here



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

Click Here



Click Upload.

 Click Here



Education Detail tab. When your certificate is uploaded, you’ll know it’s uploaded when the  
Course Certificate (0) changes to Course Certificate (1) as shown on  the screen below. Click Next.

 Click Here



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

 Click Here



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.



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

 Click Here



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



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



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



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



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

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.

 Click Here



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).

 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.



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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