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Add all locations where you qualify to be booked in those cities/towns/states. (Slide 5)

IMPORTANT:  Add no-reply@ecourtreporters.com to your safe list to ensure 

you receive all updates on your job requests.

http://www.ecourtreporters.com/
mailto:no-reply@ecourtreporters.com


You’ve received an email approving your service provider listing.   Welcome!
You may begin using the application by signing in.
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Enter your email address and password on the Sign-In screen.  
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This is your dashboard!

Marketplace jobs, current appointments, and all updated information is listed here.
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Crucial information needed!  Update the locations where you accept assignments.

You are only found in searches in locations where you are listed. 
(Any one city/town in any state opens your profile up statewide for remote.)
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View Marketplace jobs that match your profile.
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When your profile matches a scheduler’s search, you will receive an email notification as shown below.

Click on “Marketplace” to view the job on your Dashboard/Marketplace.

Sample Attorney from Example

Sample Stenographer,
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Click on “View Details” to see the job information for the job you may apply for.

After you have applied for the assignment, the job moves to the section “Appointments Applied For.”

Sample Attorney
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When you click on the “View Details,” the job details are displayed.

To apply for this job, click on “Apply for This Job.”

Sample Attorney is looking for a court reporter.

Sample Attorney (Example Law Firm)
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Sample Attorney is looking for a court reporter.

Sample Attorney (Example Law Firm)

After you have applied for the job, you will see a note highlighted in green.

A notification is sent to the scheduler of your availability.   You will receive an email notification if you are chosen.
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Sample Attorney from Example Law Firm has selected you for the assignment 

below.

If the scheduler chooses your profile, you will receive an email notification that you were selected for the job.

If another service provider is chosen, you will be notified that your profile was not selected.

Hello Sample Stenographer,
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Click on 

“appointment page” 

to view the job.



Click “View My Appointments” on your 
Dashboard.

Booked assignments are listed 
under your “Appointments” tab.

Click the “eye” icon to see job details.
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Click on the “Calendar” tab to see the current status of your jobs.  
Click on the highlighted appointment area, and a modal will pop up.  

Click “View on map”  or  “View details for the Appointment.”
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Review highlighted areas of your dashboard and update all information as necessary.
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Notes entered in “Special Instructions” 

are seen by the scheduler!  

If there is something specific about your 

services, enter the information here.

Do not list that your prices are 

negotiable in your “Special 

Instructions.”  (Your rates are agreed 
upon at booking.)

Check here to be 
found statewide for 

remote services.

Note:  These are SAMPLE rates only.

Update services and prices as necessary.

SAVE CHANGES!

Check here if you 

offer pro bono 

services for 

qualified pro 

bono cases.

SAVE CHANGES HERE OR AT 

BOTTOM OF PAGE!

Keep your rates current as they are locked in each time you are booked.



Communicate all information 

regarding the assignment at 

“+Add Note.” 

All notes added are instantly 

communicated to the scheduler 

via an email notification.

You can also access or add a 

Zoom link (etc.) in the “+Add 

Note” field. 

Note:  All communication is to be completed within the portal for transparency.
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Add eCourt Reporters’ Progressive Web App to your 
smartphone for easy access to your account.

Click here to learn how to add the progressive web app to your iPhone: 
Progressive Web App for iPhone.

Click here to learn how to add the progressive web app to your Android phone: 
Progressive Web App for Android

No need to go to the App Store or Google Play.  It’s direct access to your 

profile on the website.  No need to check for updates, we do that for you!
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https://www.ecourtreporters.com/wp-content/uploads/2020/04/Adding-eCourt-Reporters-web-app-to-iPhone-04_09_2020.pdf
https://www.ecourtreporters.com/wp-content/uploads/2020/04/Adding-eCourt-Reporters-web-app-Android-04_09_20.pdf


Best Practices
Respond promptly to email notifications of job searches matching your profile to ensure your best 

chances of being booked.

Frequently review your Marketplace for available appointments.

Review and update rates and certifications as needed.  

Select “Remote Services (Zoom, etc.)” to be found statewide for remote assignments.

Transparency is key!  Always communicate with the attorney/scheduler in the “+Add Note” section.

Do not list that your prices are negotiable in your “Special Instructions.” 

Keep your rates current as they are locked in each time you are booked.

Add “no-reply@ecourtreporters.com” to your safe list to ensure receipt of updates on job requests.
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www.ecourtreporters.com

Please see eCourt Reporters’ resources tab on our website for additional 

information, or feel free to contact us:

office@ecourtreporters.com 262-210-3915

P.O. Box 250, Burlington, WI  53105
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http://www.ecourtreporters.com/
https://www.ecourtreporters.com/resources/
mailto:office@ecourtreporters.com
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