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Introduction

Online filing of your annual continuing education (CEU) report and payment of the associated annual
fee is available at the professional regulation site on the Internet. You are required to file your report
and pay your fees online in lieu of traditional paper filing. There is no additional charge for online
filing.

If you were certified at the time the professional regulation site went online in 2006, you received
your user name and password in a mailing from the Board at that time. If you are certified at a later
date, you will receive the user name and password you must use to gain access to the site in a
separate mailing after you are certified as a shorthand reporter in lowa.



General Instructions on Using the Professional Regulation Site

Browser: The site has been tested most extensively using Internet Explorer as a browser. Firefox,
Chrome, Slimbrowser, Opera, Maxthon, and other browsers should function also, but have not been
tested as extensively.

Screen Size: The optimum screen resolution for viewing and using the web pages on the site
appears to be 1024 by 768 or greater, with your text size set at medium in Internet Explorer. It is
possible to use the web pages on the site at a screen resolution of 800 by 600 if your text size is set
at the smallest setting, but you may find it necessary to scroll left and right to view some of the
pages. If you find your page display slightly jumbled or not completely visible, this is an indication
that you need to reduce your text size or boost your screen resolution.

Preparation for Filing Annual Reports: If you are an RPR, you will need to have an electronic copy of
your NCRA continuing education transcript available for upload to the professional regulation site as
part of the reporting process. If you are not an RPR, you will need to have available a rough list of
the continuing education events you attended during the year. The site generally is ready to accept
annual reports beginning on October 1% of each year. For example, the site should be ready to
accept the reports due on or before December 1, 2014 beginning on October 1% of 2014.

Screen Narratives: Narrative instructions are provided for most web pages, generally at the bottom
of the page. In addition, some functions have an initial instruction or advisory page that will be
presented before you actually begin the process. A careful reading of these narratives, especially
the first time you perform a function, may assist you.

Payment of Fees: The fee associated with your annual report is payable at the time a report is
submitted. The professional regulation site will accept payment by credit card (Mastercard, Visa,
Discover) or by eCheck. You will want to have your credit card or bank routing number and bank
account number available when you file your report.

If You Want to Stop a Process : At any time you can halt a process you are attempting to complete
on the site and return to the menu of options available to you, by clicking on the entry “My Account
Page CSR” where it appears on the menu on the left side of your screen.

If You Need Help: General assistance with logging in to the site, password changes, misplaced or
forgotten passwords, or the payment mechanism, is available during normal business hours at the
lowa Supreme Court Office of Professional Regulation at 515-725-8029, or by email to:
BoardofExaminers.ShorthandReporters@iowacourts.gov

Accessing the Professional Regulation Site

The web address for the professional regulation site is: http://www.iacourtcommissions.org

To access the site, just open up Internet Explorer or another web browser, and type or paste this
web address into the address window. A popup notifying you that you are accessing a nonsecure

page may appear - just answer that you want to proceed, and the front page of the professional
regulation site should open.



Logging In

Most site functions for
CSRs require that you log in
as a user. Near the top left
corner of the front page,
you will see two windows
labeled

[ r——— e

“Username/AccountID” and
“Password.” You will need
to type the user name and
password you received from
the Board of Examiners of
Shorthand Reporters in the
appropriate windows, and
then click the “Login” logo
directly under the Password
window.  Note that these
entries are case-sensitive.

The very first time you log
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in, you will be shown the Enterprise Authentication and Authorization (A&A) page described below.

Enterprise Authentication and Authorization (A&A)

The first time you access
the professional regulation
site, you will be directed to
the Enterprise
Authentication &
Authorization system to set
up your identify baseline.
Setting up your identity
baseline provides you the
ability to reset your
password if you should
forget it in the future.

To start the identify baseline
process, carefully read the
page at the right when it
appears, and click on
“Setup ldentity Baseline” to
continue.
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The site interface with the
Enterprise A&A function is
designed to automatically set
“Supreme Court
Commissions” as the
application for you, so the
page at the right should not
appear. However, if it does,
select “Supreme Court
Commissions” from the long
pull-down menu and then
click “Next.”

The page shown at the right
will appear. You will need to
enter your user name and
password as specified in the
instruction letter you received
from the Board of Examiners
of Shorthand Reporters, and
then click the “Next” button.

After you have entered your
user name and password, the
page shown at the right will
appear. Verify that Supreme
Court Commissions and your
user name are shown in
Stepl and Step 2, and then
click on the “Log On” button
under Step 3 to proceed to
the next page.

@ Ent

A | IT Enterprise

Menu Options far this Page:

» Log On = You are here

Lag On - Fellow the steps below or tlick here to use the shoct form

= Forgot your Password?
» Help with Logging On

» Smnd us Feadhack

Step 1: Select an Application to use:

Pick the application you want to use. It may alr=ady be s=lected for you.

Application: |—SE|ECI an Application—

Click here [o continue:

Mezxt =

‘You are looking at the Enterpriss AR Logon sceen.
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A | IT Enterprise

Menu Options for this Page:
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= Log On

= You are here

Log On - Follow the steps below or click hers to ose the shork form

» Forgot your Password?
» Help with Logging On

= Send us Fe=dback

Step 1: You selected Supreme Court Commissions,
If this is not correct, click the Sack button make a different choice.
Step 2: Enter your credentials

Now. =oter the credentials list=d below.
If you don't remember your password, click the "Forgot Password” button.

| &
| &

Account ID: |

Pazzword: |

<Bank| |Fun_th Chick her= to et =

continue:

¥iou sre Iooking ot the Ent=rprise ARA Logon (Enter Credentisls) screen.
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Menu Optiens for this Page:

= Log On = You are here

» Forgal your Passward?

= Help with Logging On

= Send us Feedback

Enterprise A&A

| IT Enterprizse | DAS

Log On - Follow the steps below or click here to use the short form

Step 1: You selected Supreme Court Commissions,
If this is not correct, click the Sack button make a different choice.
Step 2: You entered pwieck

If this iz mot corr=ct, click the Back bulton make = differsnt choic=.

Step 3: Submit your information.

After you have sntzred your infermation, click the “Log On” butten to continue. Your user name and passwerd will be checked.
If it's sueeessful, you'll ge The wedsite you select=d.
If there's & problem, you'll s== = message sbout what®

‘ = Back Click here tolog on:

ong.

Contact the DAS-ITE Service Desk if you need personal assistance.

Email: [IE Seryicedesk@iowa gov Fhone: 515-281-5703 or 1-800-532-1174

“au sre looking st the Enterprise ARA Logen (Submit) sereen.

Version 3.2.7




The page shown at the
right will appear, offering
you three menu options.
Click on the “Identity
Baseline” button to begin
the process of creating
your identity baseline.

The page shown at the
right will appear. On this
page, you must select your
two baseline questions
from the pull-down menus,
and input and confirm your
answers to each of these
guestions. When you
have finished selecting
your baseline questions
and confirming your
answers, click the “Save
Identity Baseline” button to
return to the A&A menu
page. You may want to
record the questions and
answers you entered on
this page for future use.

After you have entered
your baseline questions
and answers, you will be
returned to this page,
which will confirm that your
identity baseline has been
saved.

You may now click on the
“Click here to logout” logo
near the bottom of the
page to log out of the A&A
process.

A | IT Emberprise

Menu Options for this Page:

| Das

= Main Entry = ¥ou are hers

Administration Main Entry

= Changs your Password

= Smnd us Fesgback

Account Management for Supreme Court Commissions

Select an action item

Account: PWisck

Changs the password for bhis acoount:

Change Password
Identity Baseline
Logout

Administer Supreme Court Commissions

Select an action item

Reguest New Application:

Menu Options for this Page:
» Main Entry

= Identity Baseline  « You are
here

» Change yeur Pazsward

» Sand us Fasdback

Account Identity Baseline Setup

Supreme Court Commissions - Baseline Setup for pwieck

Or this page, you can you establish for your account. I you ferget yo
ou

creats or maintsin your identity baseline. This is = s=t of questions and snswers
sccess foy 2

Szme guidzlines
1. Cho
2. &void sp not enter the same way lster
3. Keep == Moines Register paper delivery” for your first job
Select Questions from the dropdown bexes and enter corresponding Answers
Question 1: What color was your first car or fruck? ~
Question 2: Winat teacher had the grestest impact on your life? ™
R E—
o —
Connected as PWieck to DominoProvider Click hers o logout
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When you log out of the A&A
function, you will be shown
this page. You will then need
to manually direct your
Internet browser back to:

http://www.iacourtcommissions.org

and log in to the site again
using your username and
password, at which point you
will see the main menu for
CSR’s.

Navigating the Menu Page

After you have entered your
user name and password and
clicked the “Login” button, your
personal menu page entitled
“My Account Page CSR” will

appear. This page is
structured with two
components. The  first
component is the menu of

functions that you can perform
by clicking a button to start the
process.

The second component is a
brief summary of matters
pertaining to you, including
outstanding but unpaid fees,
your current continuing
education status, and any

pending continuing education extension or exemption requests pertaining to you.

[CHpIIS

i ARA | IT Entérprise | DAS

Menu Optians for this Page:

2 5enq us Fasgback

(v You have logged out of the Enterprise Authentication and Authorization System. To log on click hers

Y e ook et 4 Lot Ot e
Ve 327

My Account Page for Certified Shorthand Reporter

Click box below ta perform the task.
Maintain Personal Information

Maintain CEL Transcript
Submit Annual CEL Repart
“iew Prior CEU Repoits
Bpply for Extension
Apply For C5R Exam

Yiew Payment History

Apply for Certification of Exemption

Request Reinstatement Instiuctions

Tutarial

Outstanding Transactions

™ Foe Dale IReporting Yoar|Foe Catogory| Foe Type
CER

09/08/2006 03:08 PM 2005 CSR Late Fee §25.00

~Education

Ext and E; |
’;Appmved Extensions 1

The education

status report is based on the last report filed and your current continuing education transcript, and
will update whenever a change is made in your transcript and when you file your annual continuing

education report.

Maintain Your Personal Information

You should review and update your personal information the first time you access the professional
regulation site, any time thereafter that your personal information changes, and each year before you

submit your annual reports.

To start this process, click on the menu item “Maintain Personal Information” under the General

Functions heading.


http://www.iacourtcommissions.org/

The page depicted at the
right (only the top portion of

the page is shown) will
appear, showing the
personal information
currently stored in the

database regarding you.
Note that the first time you
perform this function, you
may need to enter your
gender and the country of
your residence before the
system will allow you to
complete this function.

Step 1 - Maintain Personal information

Requirad fields are identied by an asterisk ()
Click here {0 leam hov to change the tead anly fem

2 [ z ]
Dusiness I\dma’li [—|
Business Address

2 [

Business State: [lowa =1
Pravince: | ]
Dusiness [
ZipPowtal Code:
ZpPue e [

Addrnission Date: .

(rmirmdddhnang

Lbconen Hurnbse:

CSR Status:  Active

HERA Cortifind: [Fa =]
HCRA OFiginat

Certifiod Dite: [ ey
NCRA Current

Eexpiration Date: 09300 |t

Judiciol Distriet:

Pt of
snarthana: | |

“Gender: =

When you are done entering the information specified on the page during Step 1, click “Continue.” If
there are any omissions of required data, the system will prompt you to correct them before it will

allow you to proceed.

If your changes are accepted,
you will be shown a page like
the one to the right, marked
“Step 2,” for your review. If
you are satisfied with the
accuracy of the information
shown on this page, click
“Submit” to finish this process
and return to the main menu.
If you are not satisfied with
the information on this page,
you may click the “Back”
button to return to Step 1.

—Step 2 - Maintain Personal Information
Flease review the following information. If some ofthe data is incorrect, please click on the '‘Back’ button to go the previous page and correctthe data
I all of the following information is carrect, please click on the 'Submit’ button
Hame:
SS5H: 3006306
Username:
Business Address:
Business Address 2:
Business Address 3:
*Business Country:
Business City:
Business State:
Business Province:
Business Zip/Postal Code:
Zip Plus 4
Admission Datetmmidd )
Admission Type:
License Humber:
CSR Status:  Active
HCRA Certified: Mo
Judicial District:
Method of Shorthand:
*Gender:
Date Of Birth:
Business Phone Humber:
Business Fax Humber:
Mobile Phone Humber:
*Home Address 1:
Home Address 2:
Home Address 3:
*Home Country:
*Home City:
*Home State:
Home Province:
*Home Zip/Postal Code: -
Zip Plus 4
Address to use for Correspondence:

*Home Phone Humber: .

Maintaining Your CEU Transcript

Your continuing education transcript is available to you for maintenance at any time during the year.
The classes recorded on your transcript form the basis for your annual CEU report. We recommend
that you use the transcript maintenance utility to track your continuing education attendance
throughout the year, by adding the events and the units you actually attended at each event as you
attend them during the year. This technique will greatly expedite filing of your annual report at the
end of each year. You will find it helpful to have at least a rough list of the events you attended,
before you begin the process of updating your transcript. (Note: RPR’s generally will not need to
use the transcript utility, because their reports generally will be filed using a current NCRA transcript

and the information reflected on it.

All non-RPR’s will need to use the transcript function of the

Professional Regulation site to track their continuing education.)



To start this process, click on the
menu item “Maintain CEU ~Maintain CEU Transcript

H 1
Transcrlpt on the My Account This process is used to maintain a transcript of the accredited continuing education events you attend and the
i continuing education units (CEL's) you claim for these events. Reporters whao are NOT NCRA Registered
Page fOf CSR . The explanatlo_n Professional Reporters (and any other reporter who elects to report continuing activities actually attended instead of
page shown at the nght will submitting evidence of satisfaction of NCRA RPR requirements) should use this transcript utility to report all CEUs
earned for attending continuing education activities during the reporting year
appear.

NCRA Registered Professional Reporters who meet lowa continuing education rules by complying with NCRA
requirements for retention on its Registry of Professional Reporters are not required to maintain a transcript. In lisu of
completing and submitting a detailed transcript, these reporters may certify their continuing compliance with the NCRA
requirements when they submit their annual report

You are permitted to claim credit for events approved by the NCRA or the ICRA, in an amount not exceeding the credit
After yOU have read the approved by those organizations. You also are permitted to claim credit for events not approved by the NCRA or the
H H H ICRA, but anly if these events previously have been approved for credit by the Board of Examiners of Shorthand
In_StrUCtlonS_ nOted on thIS page’ Reporters Forms for submitting events for Board approval are available at the Board's web page
click “Continue” to proceed to

the transcript utility. Go To My Account | | Continue

~Maintain CEU Transcript

Required fields are identified by an asterisk (%)

| | ||y = | | |[=e

Mo Classes in Transcript

Save

This page allows you to add or remowve continuing education events to or from your transcript of continuing education events attended during the reportin
wear. You may add events to your transcript at any time during the reporting year - it is not necessary to wait until the annual CEU report act_uall¥ i5 due. Ifyc
are a Registered Professional Reporter (RPR) currently in ?DDU standing with the MNational Court Reporter Association (MCRA) you may certify that status an
report CEU's directly on your annual report, and you do no

need to maintain this transcript.

Adding events to the transcript is a two-step process. First, you must annotate the fields marked with an asterisk with the Sponsoring Agency Mame, Course
Title, Location, Date and Actual Mumber of CEUs (not hours) you attended. Once you hawve fully completed the fields, you must click the "Add" button to add
the event to your transcript. YWhen %(DU are finished adding events to your transcript, you must tlick "Sawe" to preserve the additions or other changes you
have made. Only continuing education events approved By the lowa Court Reporter Association, National Court Reporter Association or previously approver
by the Board of Examiners Of Shorthand Reporters should be listed on your transcript.

The transcript utility page will appear next. This page allows you to add or remove continuing
education events to or from your transcript of continuing education events attended during the
reporting year. You may add events to your transcript at any time during the reporting year - it is not
necessary to wait until the annual CEU report actually is due. If you are a Registered Professional
Reporter (RPR) currently in good standing with the National Court Reporter Association (NCRA) you
may certify that status and report CEU's directly on your annual report, and you do not need to
maintain this transcript.

Adding events to the transcript is a two-step process. First, you must annotate the fields marked with
an asterisk with the Sponsoring Agency Name, Course Title, Location, Date and Actual Number of
CEUs (not hours) you attended. Once you have fully completed the fields, you must click the "Add"
button to add the event to your transcript. When you are finished adding events to your transcript,
you must click "Save" to preserve the additions or other changes you have made. Only continuing
education events approved by the lowa Court Reporter Association, National Court Reporter
Association or previously approved by the Board of Examiners of Shorthand Reporters should be
listed on your transcript.



Once you have finished adding events to your transcript and have clicked the “Save” button to retain
the information, you will see a new edition of the page stating that your transcript was saved
successfully. You then may click the “Go to My Account” button to return to the main CSR menu.

Submit Your Annual CEU Report

The site generally is ready to accept annual CEU reports beginning on October 1% of each year. If
you are not an RPR, you should add all of your continuing education attendance information for the
year to the transcript utility and save the information there, before you begin the process of filing your
annual CEU report. If you are RPR, you do not need to add your continuing education attendance
information to the transcript utility, but you will need to have a copy of your NCRA continuing
education transcript available in electronic form, for upload during the reporting process. You also
should review your personal information for accuracy before you begin the process of filing your
annual report. You will need a valid credit card (Visa, Mastercard, Discover) or your bank routing
number and bank account number to pay the fee associated with filing of your report.

To start the process of filing your
annual CEU report, click on the
menu item “Submit AnnUal CEU ||l voss o trinu sites s sente e o Sk ot o sttar s B ety roi e b voniel
Report” on the My Account Page for || Sises e e b e oo s o e
anid submitting  detailed franscript, these reporters may certify their continuing compliance: with the NCRA requirements vehen they submit their annual report
CSR.

~Submit Annual CEU Report

If harciship or extenuating circumstances prevented you from completing minimum CEU requirements euring your three year reporting period, you may request an extension
of time to complete your requirements by returring to the My Account Page for CSR's and selecting the appropriste menu ftem. The Board does orant extensions of time
\when circumstances vearrant, Ut generally dogs not grant outright walvers of the reguirements.

T h e eXp I an atl 0 n pag e S h Own at th e If yo‘u fdo noée;g%_ag; in fsrémhﬁd reg{oning in \ow‘a ?nd yourﬂereastemfosmo&doeg no;reqy\rety?ﬁmee:Iig\b\;e_ﬁtg eng?ge(\:%ahmh;nd ‘recqomqg in lowea, y;u may Wn\Sh o
H H anply for & Certificate of Exemption. Y ou may agply for a certficate of exemetion by refurning to the My Account Page for CSR's and selecting the sppropriste menu tem
right will appear. After you have

read the instructions noted on this GoTo My Accourt_| [ Contiee |
page, click “Continue” to proceed to
the report utility.

Step 1 - Subenil Ansal CEU Report

Persanal Infarmation

Hama
Homa iddrazs 1
Harrme Adddress 2
et Scdoress 3

You will be shown a screen similar -

EalaProvines

to the one on the right, which e
displays your current personal o s
information and your current total of T e o

CEU's for the reporting year. You
should review both the personal
information and the CEU total for

aCCu racy. :\rﬂ'.l— ardrwnr ALL Gusstions

Mave you ever been convicted of & misdemsanar related to the profession of Veu[T0
Shorthansd réporing o of any telony 7 [Flves [Flne

Mamtain Parsonal Infarmaton

Flease verily he Diformation above. If COreclions are eedsd, cck o Mariain Personal formalion” atxve arx make e Gorrection.

o, plhasn pricrvide ol th particulars fol prsvicushy repored (o this Basrd

If you need to update the personal ‘ =

o Bt e o et o ey vt [P ven [P

agze

information, click the appropriate e i e
button at the bottom of the page to | -
access the Maintain Personal

Information utility.

HCRA, Cartifind Raporters

JI [T

After you have performed any T
necessary updates, begin the || e
Submit Annual CEU Report process

again. All reporters must answer :
the two questions posed.

| S0a1o e st pursunnd B 1he rubes GF The Keeva Bosed o1 Examners of Shortand Feperlees ord decises urder ponally of periy 1het 1 report, which stes
Enak § chct AEtar] AT SCINERE Sl Gl racans tha cradis Eacated, 12 1.
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Non-RPR reporters should review the Continuing Education Activities Summary to verify that correct
totals are reflected based on their transcript. If the totals shown do not reflect the activities attended,
the reporter should exit the report utility and update their transcript before returning to the report
utility to finalize the report.

RPR reporters must upload an electronic copy of their current NCRA continuing education
transcript.  To do this, you will need to retrieve your current transcript from the NCRA web site
(www.NCRA.org) and save it to your personal computer as a text or pdf file. Then you must click
the "Browse" button below to navigate to the location you saved your transcript, select the transcript
file, and then click the "Upload" button to cause your transcript file to be transferred to your online
record. The transfer itself will take several seconds before it is complete, depending on your
Internet connection speed.

RPR reporters also must annotate the total number of continuing education units, attended during
their three-year triennium so far as indicated on that transcript.

All reporters must then review the page again, click the “I Agree” block to certify the report, and then
click the Continue button.

A screen confirming the INFOrMAtION YOU | e oot s e some s om o intog e e s st v s 150
provided will appear, similar to the one

shown to the right. You should verify the
information shown on this screen, and then
click the Continue button to submit the
report to the Board Of EXaminers Of | e oo s s smossencomcorons o oo oo

Shorthand Reporters_ T B———

Continuing Education Activities

Wit arve v st thetl you are currenily & Registered Professionsl Reporer with the HCRA

Once you have submitted the report, you
will see the payment screen, which you will
use to pay your fees for the year. Those
fees will include the annual fee, plus a late
fee if you are filing the report after the due | PP Ty
date. You have the option of paying your S
fees by credit card (Mastercard, Visa, T e
Discover) or by eCheck. Select the method -
you want to use by selecting the | = =
appropriate button, and then clicking on the | mbank

“Continue” button.

You then will be guided through the
payment screens for the method you
selected.

Do ) iternes | Protected Mode: On e e
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Once you have submitted your payment of the necessary fee, you will be shown a payment
confirmation screen, and you will be given an opportunity to print a copy of the payment confirmation

screen to your local printer.

To return to the OPR front page, click the “Go to OPR Welcome Page” button.

File for an Extension of Time to File CEU Report

To start this process, click on “File for CEU Extension” on the My Account Page for CSR.

lowa Court Rule 46.8
authorizes the Board of
Examiners of Shorthand

Reporters to grant waivers or
extensions of time in which to
fulfill the requirements and file
required reports. This page
allows you to request an
extension of time to complete
continuing education
requirements. The Board
grants extensions of time when
circumstances warrant, but
generally does not grant
outright waivers of the
requirements. You must
provide a reasonably detailed
and specific statement of the
hardship or extenuating
circumstances upon which your

application is based, and a reasonably specific statement of the relief you are seeking. The Board
generally will approve of an extension period of no more than six months beyond the end of the

rStep 1 - File for Annual CEU Report ission Ext

Reguired fields are identified by an asterisk (*

Hame:

Address 1:

Address 2:

Address 3:

Country:

City:

State/Province:
ZipiPostal Code:
Home Phone:

Office Phone:

CSR Certification Date:
S5H:

CSR Licence Humber:

Maintain Personal Information

Please verify the information ahove. If corrections are needed, please click and make the

necessary correction

| heretwy make application, pursuantto Rule 24.8(2) ofthe Rules ofthe Board Of Examiners of Shorthand Reporters. (Describe specifically your
requesf)

*Hardshij
o Ipl.:rcummam:e d
H
|
*Relief Sought:
=

| herebey certity the facts set forth above are true and cotrect and that this extension request is made in good fath and not for the purpose of evading the

requirements of Rule 24 8 of the Board of Examiners of Sharthand Reporters.

period during which the required continuing education should have been completed.

When you are satisfied with your entries, click “Continue” to proceed to the next step.

In Step 2, you will review your
request for accuracy. If editing
is necessary, click on the
“Back” button to return to Step
1. If the information is correct,
you may submit it to the
commission by clicking the
“Continue” button.

Step 2 - File Tor Annual CEU Hoport Submission Extension

Please review the following information, i sorme of the data is incorrect, please ol lk on the Dack’ butlon to go the previous page and corect the
data, I all of the following infarmation s corract, please click on tha Continua’ BUlo
Harme:
Address 1
Arddress 2
Address 3
Country:
ity
StateProvince
ZipFrostal Code:
Horme Prone:
Offiee: Plune:
CER Cortification Date:
S50
CER Licence Humber:

| hereby make application, pursuant 1o Rule 24.0(2) ofthe Rules ofthe Board Of Examiners of Shorthand Reponers. (Describe specifically your

raquest
“Has dhchis s mactmensating cir s ance:
“Ruliet Sought;

LISt ARy Sl F e el fcrth slhcwicen Wias aryd cormact-and Wl lntarianadon raspanst B it 81 ol FB el Tk e Sis PATpcta, of i i,
requirements of Rule 24 8 of the Board of Examiners of Shorthand Reporter:

a roonal nr cetadod ar
kot you are seeking

at s pocquir ek, s
Anel o renscnably Spec
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Once you have submitted the
extension request, you will see
the payment method selection
screen. The regular annual
CEU fee will be collected with
any request for a regular CEU
extension unless it already has
been paid for the year. Also, a
$50 extension fee is payable
with any extension request.
When you have selected your
desired payment method, click
“Continue” to proceed through
the payment method you
selected.

At the conclusion of the payment
process, you will be shown a
payment confirmation screen
and given an opportunity to print
a copy of the payment
confirmation to your local printer.

- Windows

State OF £ =
2| hitps://epaymen 1t epymiservice.com/paymentselections dajsession o=0000mLSWAID: v § | 42| X Bing R
Iﬁne Edit View Favorites Tools Help
=
Favorites 25 lowa Judicial Branch & State Of lowa - .. C D - m v Pagew Safetyv Tools~ i@~
) Privacy| (@ cusTomER SERVICE| B HELP| | EXIT
Make a Payment - Office of Professional Regulation
PAYMENT HETHOD SELECTION
Plense choose a payment method
Check gs Accoun
Cradit/Debit Card
T @ e
powered by
[Ebank
Dane @ Internet | Protected Mode: On W R100% v

You should check the "My Account" page later to view the message approving or denying your
application after it has been acted upon. If you do not see a message on your "My Account" page or
receive an e-mail message approving or denying your application within ten days, please contact the
Board’s office at the e-mail address Boardof Examiners.ShorthandReporters@iowacourts.gov

To return to the OPR front page, click the “Go to OPR Welcome Page” button.

Apply for a Certificate of Exemption

~Step 1 - File for Certificate of

To start this process, click
on “Apply for Certificate of
Exemption” on the My
Account Page for CSR.

Required fields are identified by an asterisk ()

Hame:

Address 1:

Address 2

Address 3:

Country:

City:

State/Province:
Zip/Postal Code:
Home Phone:

Office Phone:

C5R Certification Date:
S5H:

CS5R Licence Humber:

You will see an explanation
and personal information
confirmation page similar to
the one shown to the right.
After you have read and
understood this explanation,
click the “I Agree” block and
then click the “Submit” box
to submit the request.

Maintain Personal Information

Please verify the information ahove. If corrections are needed, please click and make the

necessary correction

Certified shorthand reporters who are not actively engaged in pral:tme in lowea may obtain from the Board of Examiners of Shorthand Reporters a
cerificate of exernption from continuing education reguirements. A CSR who receives a cerificate of exernption may not engage in the practice of
shorthand reporting in lowa without first complying with the regulations regarding reinstatement from exemption. Requirements for reinstatement
are set outin Rule 24.8(4), which should be reviewed carefully before submitting an application for exemption. Reinstaternent from exemption
generally requires payment of a fee, the filing of a reinstaternent application, and showing satisfaction ofthe continuing education reguirements the
reporter wadld have performed had he or she remained active during the period of the exermption. In addition, remaining in exempt status far mare
than three years may preclude reinstaterment and require passing the examination again unless the reporter remains active in another state or the
Dristrict of Colurmbia while exempt in owa.

1 hereby make application, pursuant to Rule 24.8(3) of the Rules of the Board of Examiners of Shorthand Reporters, for a Certificate of
Exemption from the requirements for mandatory continuing education of the Board of Examiners of Shorthand Reporters. | understand that
once granted a Certificate of Exemption, | will be in violation of the Board rules if | engage in the practice of Shorthand reporting within the
State of lowa without first having been reinstated pursuant to Rule 24.8(4) uflhe Rules of the Board of Examiners of Shorthand Reporters. |
certify that | will not engage in the practice of shorthand reporting within the of lowa without first having been so reinstated. | further
certify that | understand the requirements for reinstatement setRTEonI:‘m Rule 24 8(4) of the Rules of the Board of Examiners of Shorthand

porters.

\Agree
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When you have submitted this
request successfully, you will
be shown the confirmation
screen depicted to the right. A
statement regarding the
application also  will be
displayed on your menu page
under the Extensions and
Exemptions block.

' LT . -——

rStep 2 - File for Certificate of Exemption

Hame:

Your application has heen submitted. You should check the "My Account' page later o view the message approving or deniing
your application after it has been acted unon. fyou do nat see & message refecting approval or denialwith in 10 days, nlease
contacthe Board's administrative ofice atthe emall address shrib stateials, A cerificate of exemption will be mailed t you if
the exemption application is approved

(o To My Accaunt

Request Reinstatement Instructions

If your license status is inactive or exempt, or if you license is suspended for failure to comply with
reporting and fee payment duties, you may request instructions on the steps you must take to

reinstate your license to active status.

To start this process, click on “Request Reinstatement Instructions” on the My Account Page for

CSR.

The page depicted on the right
will be displayed. You will
need to enter current address
and other contact information,
and then click “Continue” to
proceed to the next step.

If you have entered all
required information on the
prior page, you then will be
shown a confirmation page
like the one shown on the
right.  You will need to
review and confirm the
accuracy of the information
you provided, and then click
“Submit” to send the request
to the offices of the Board.

Step 1 - Reguest Reinstatement Instructions

Roguirced MNolds are idoenlficd by an aslborisk (5)
B o Al i WWIL CR

“Aaddress to use for 2
Correspondence: T Home | T [Business

“Mailing Address 1:

Mailing Addres=s 2: [ :
Mailing Addres=s 3: I 1
T ouarntry LI
“City: [ 1
TSt :I

Prowinocs: | 1
Fip/Postal Code: | I = ] ]

Phone NMumber: [ ] Fxt
2 = T D TR 3
Email Address: [ 1

| Back | | Conlinue |

— Step 2 - Request Reinstatement Instructions

Please review the following information. It some ot the data 1s
Imcorrect, please click on the 'Back’ button to go the previous
page and correct the data. If all of the following information is
lconrecl, please click on the "Subomil® bullorn.
Name: PAUL 11 WILCK
“Auddress for Correspondance: Othce
*Malling Address 1: .Judicial Branch Buailding
Mailing Address 2: 1111 Easl Courl Avenuce
Mailing Address 3:
“Country: l|Inited States
“CGhty: Dos Moinoes
*State: |owa
Provincs:
Zip/Postal Code: HO325
Phone Mumber: 515-725-80290
Email Address: paul.wieckiiil@ib. state.ia.us
Dack | [ Submit |
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-Confirmation - Request Reinstatement Instructions Submitted——
Your raquest for reinstatement instructions has bean submitted. You will
When you have submitted this receive a message or letter deseribing your individual requirements for
request successfully, you will be reinstatement within ten days. If you do not receive a message or letter
shown the confirmation screen  [coniainng reinsiatement instructions within ten days, please contect the
depicted to the right. commissions’ office at the e-mail adcress cle@jb.state.ia.us or

cient secunty@b state.ia.us or by telephone at (515) 725-8029.

To return to the main menu, click
the “Go To My Account” button. Go To My Account

Review Your Payment History

To start this process, click on ]U[il C@L*QB& Iﬁ}' & CH

“Review Payment History” on the
My Account Page for CSR. If you
review this after you have

[Rwiew Payment History

Payment Date Internal /External | Amount [ Product Code Product Description ePayment Transaction ID

submitted a report and paid the Ho Paymenl Hislry Avalabl
. Ma Payment Histary Available
associated fee, the fee payment |
Go To My Account

you made should show up under

the hlstory [This screen allows you to see the history of past fee payments you have made to the Board of Examiners of Shorthand Reporters. The fee
payinent histary reflectzd on this screen includes anly payments made using e aning pagment mechanism on the Hoard's web site. The
h%?tmy Shown here does notinelude payments mane t the Board by other means, sUth a5 check or cash payment at e Bnard's administrative
office.

To return to the main menu, click
the “Go To My Account” button.

View Your Prior Annual CEU
Reports

To start this process, click on
“View Prior Annual CEU Reports”
on the My Account Page for

. ~View Prior CEU Reports
CSR. A list of the annual CEU |
reports you previously have
submitted on-line  will be No Reports Avallanie
displayed. You may see the
piay y . ‘ Go To My Account ‘
content of each report by clicking
on its listing. Reports submitted
in paper form are not available for il WS 2 C3RL10 davmizad copies Of repot \/Tied by e C3A, Ont s fled
H H H |5 SCTEEN ZN0ws 3 0 downIoad CopIes OF prior annual reforts revioushy Tie £ . Ny prior repors fe
viewing through _th'S process. To [ an-Iine are avalale for viewing at tis scpeenﬂgpurts fied in ppaper?urm by rxefgularrgawl o ot avalade (0 doioad
return to the main menu, click the at {is screen.

“Go To My Account” button.
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