ATTENTION!!! 

Steps to follow for test note and transcript submission:
 
1. You are required to send in your test notes ONLY for the tests that you intend to transcribe. Your test notes must be sent in after EACH class and received within 10 minutes of the class ending. Your test notes are to be sent to testsctrp@gmail.com. If the notes are not received within 10 minutes of your class ending, your test will not be graded. No exceptions. 

2. Notify the Reader that you want a particular test downloaded because it is your intent to submit that test for grading. This will ensure that the audio for your test is uploaded. It is okay if you end up not turning in the transcript of the test if you feel there were too many drops and/or errors.
 
3. Email the transcript you want graded to the same email address, testsctrp@gmail.com with the following information placed at the beginning of all transcripts:

Name of Student: 
Reader: 
Type of Test: 
Speed and number of Test:
Date of Test: 
Date Test transcribed:

Any transcribed test you are submitting to be graded must be turned in no later than seven days after the test is given. No exceptions.
 
Finally, you can ask to grade your own test before we review it utilizing the computers in the office. You will need to ask one of the Court Reporting Staff to help you access the recorded test. Grading your own tests is a GREAT way to help you see where and how you can improve by listening to the audio recording of the test. This also helps you gauge your progress.
 
The final determination of a pass or no pass will be made based on test results and completion of homework from the week prior to the test.

***For the State Test, your notes must be turned in within 2 ½ minutes after the test is given and your final transcript must be sent in within 2 ½ hours. The sooner you begin using this process, the better off you’ll be when you’re ready to take the CSR exam.
