
IMPORTANT: Add no-reply@ecourtreporters.com to your safe list to ensure you receive all 
updates on your job requests.

Rev. 06/10/2025 (new workflow).

Marketplace

User Guide

  for Booking a Court Reporter
 or Legal Videographer
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You’ve received an email approving your account.   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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To start booking, click on “Find a Service Provider.”

4



Select:
 Service Type 

State 
City

Date and Time

Select:
 “Remote Services” 

for virtual 
proceedings 

--
 Click the dropdown 

arrow to request 
“In-Person Services”Add:  

Notes
--

Upload:
 Notice of  Legal 

Proceeding

Click “Find”

Select any 
additional 

services needed.
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After you click “Find,” an email notification goes out to all service providers matching your job details.
(See Slide 7 for sample email)  

Click on “View 
Details” to see 

applicant profiles 
to select from.

The available service providers will apply for your legal proceeding.  
You will be notified via email as each provider responds or refresh your screen to update responses.
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Note:  Each time a court reporter or videographer applies for your job, you will receive 
an email notifying you that a service provider has applied for the job.
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See all applicants 
here.

Click “+more” to see 
additional rates.

Compare Ratings, 
Years of Experience, 
Certifications, and Rates

After you click on “View Details,” all applicants who have applied are listed.

Click “Next” 
when you have 

chosen your 
service provider.
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After you click on “Next” for the service provider you have chosen, this screen will pop up. 

 Fill in the remaining information and then “Request Appointment.”  

An automatic email to the service provider is sent confirming the appointment.

REQUEST APPOINTMENT!
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After you click on “Request Appointment,” this screen will pop up indicating your appointment was successfully booked.

Sample Court 
Reporter

Sample Court Reporter has been notified. Click
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Note:  All communication is to be done within the portal for full transparency.
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For job detail 
information or to 

communicate with 
the service 

provider, click on 
the job “eye” icon



You can add a Zoom link, etc., in the “+Add Note” field.   
Notify the service provider of job confirmation 24 hours in advance of the appointment. 

Add Notes

Upload Files

Click “Save Files”

View Appointment Details 
at any time.

To add documents, 
click “Upload Files” and 

“Save Files.”

Communicate all 
information 

regarding the 
assignment in 
“+Add Note.”
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You will receive an email notification when the transcript files are uploaded in the 
appointment detail page.

An invoice will follow.  
All invoices are due in 30 days from receipt.
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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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