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 Attorney Services Division 

https://mcle.wcc.ne.gov/ext/ 

Lawyer Tutorial for Internet Filing of License Renewal Reports, 

CLE Transcript, and Annual CLE Report 

Instructions for updating your CLE transcript and filing your annual reports for License and 

CLEs. To file annual CLE reports and renew your license you must access the MCLE commission

web site at https://mcle.wcc.ne.gov/ext/. You will receive the password you will use to gain 

access to the site from the Nebraska Attorney Services Division nsc.mcle@nebraska.gov. Your 
username for the system is your bar number. 

https://mcle.wcc.ne.gov/ext/
https://mcle.wcc.ne.gov/ext/
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GENERAL INSTRUCTIONS AND RESOURCES ON PROFESSIONAL 

REGULATION ONLINE ACCESS 
• License Renewal begins on November 1st of each year and is due by January 20th.

• Voluntary Dues to the Nebraska State Bar Association are just that, voluntary; the only 
mandatory dues are to the Nebraska Supreme Court through your ASD portal when you 
renew your license each year.

• License renewal for Active attorneys is $98 and for Inactive it is $49.  Upon reaching age 
75 Emeritus Inactive status is complementary.

• Information and Rules about Annual Licensure are located on the Supreme court website: 
https://supremecourt.nebraska.gov/attorneys/annual-licensure

• MCLE reporting begins on December 1st of each year and is due by January 20th.

• Once your CLE report is submitted you will not get credit for anything you attend for the 
rest of that calendar year, so it is best to hold off submitting your report until late 
December each year.

• If you have not maintained your CLE transcript during the year, you will find it helpful to 
have a rough list of the CLE events you attended during the year, with activity numbers if 
possible.

• The website to Maintain your CLEs is: https://mcle.wcc.ne.gov/ext/

• You can submit your Annual CLE Report before you renew your license or you can renew 
your license and pay the mandatory assessment before submitting your Annual CLE report.

• At any point in the processes to return to your home page you just need to click ‘My 
Account Lawyer’ on the left hand side of the page on the blue menu.

• All information about MCLE Rules is located on the Nebraska Supreme Court Website: 
https://supremecourt.nebraska.gov/supreme-court-rules/chapter-3-attorneys-and-
practice-law/article-4-mandatory-continuing-legal-0

• MCLE Help Desk is available for assistance during normal business hours Mon-Fri
(8am-4:30pm) it can be reached by email at NSC.MCLE@nebraska.gov or by phone at 
531-510-3641.

https://supremecourt.nebraska.gov/attorneys/annual-licensure
https://mcle.wcc.ne.gov/ext/
https://supremecourt.nebraska.gov/supreme-court-rules/chapter-3-attorneys-and-practice-law/article-4-mandatory-continuing-legal-0
https://supremecourt.nebraska.gov/supreme-court-rules/chapter-3-attorneys-and-practice-law/article-4-mandatory-continuing-legal-0
mailto:NSC.MCLE@nebraska.gov
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Searching the Database of Approved CLE Events and CLE Sponsors 
• On the left side of the front page of the site appears a menu of items, one of which is

entitled [Search CLE Events]. The CLE search utility allows anyone to search the database of
CLE events submitted to the Nebraska MCLE Commission for review. You do not need to
be logged in to the site as a user to search the CLE event database. When you click on this
menu item, the explanation page shown at the right will appear.

• Clicking [Continue] on the explanation page will cause the actual search page to appear.

• You may conduct a basic keyword search of the database, or an advanced search using
more refined search parameters.

• To conduct a search, enter your desired search terms in the desired windows, and then
click the [Find Now] button.

• To add these courses to your transcript utilize the Maintain CLE Transcript Section.

•
*Tip: It is possible to bookmark this actual search page for future use, so that you need
not view the explanation page every time you access the search utility.

 On the left side of the front page of the site appears a menu of items, one of which is
entitled [Search CLE Sponsors]. The CLE Sponsor search utility allows anyone to search the
database of CLE Sponsors approved by the Nebraska MCLE Commission. You do not need
to be logged in to the site as a user to search the CLE Sponsor database.

 You can click on the sponsor name and the sponsor information will come up including
o Sponsor name and Acronym
o Sponsor Website (where you can review and sign up for their CLE events)
o Sponsor business information
o CLE Events held by the sponsor.
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Logging In 
 Once entering the Nebraska Supreme Court Attorney Services Division site:

https://mcle.wcc.ne.gov/ext/. You will click [Login] on the left side menu at the top to
enter your account. 

 Type the user name (your bar number) and password you received at the time of
your admission in the appropriate windows, and then click the ‘Submit’ button.

*Tip: If your password does not work or you receive, an error when 
logging in email NSC.MCLE@nebraska.gov and we will reset your 
password and email you a working one. 
TIP: Do not use Maintain Log in Profile or Go to User profile 
Manager to enter your account. 

https://mcle.wcc.ne.gov/ext/
mailto:NSC.MCLE@nebraska.gov
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Navigating the My Account Page for Lawyer Menu 
• After logging in, you are automatically redirected to your My Account Page for Lawyer.

• This can also be reached anytime by clicking [My Account Lawyer] on the left blue menu.
• The page is separated into four sections.

o General Functions
o License Renewal Functions
o CLE Functions
o Guardian Ad Litem Functions

• Below your main menu is additional information:
o Outstanding Transactions: late fees will show up here if applicable.
o Education: This is your CLE information that you have tracked in your Maintain

CLE Transcript.
o Sponsor Reported Attendance to Date: A sponsor reported your attendance at

an event. These are NOT automatically added to your transcript. Attorneys
must individually add these courses to their transcript to track them.

• Extensions and Exemptions:
o If you apply for either, they will show up here.

• Waivers:
o If you apply for a waiver, it will show up here.
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Maintain Your Personal Information 
 You must review and update your personal information the first time you access the

Nebraska MCLE website, any time thereafter that your personal information changes, and
each year before you submit your annual reports.

 This process allows lawyers to update their address, telephone, employment and other
relevant information as it appears on the records of the Commission on Continuing
Education. This information is used by staff at the commissions’ office to maintain contact
with Nebraska lawyers for reporting and other purposes.

 A limited portion of this information, consisting of data already in the public domain, is
available to the public.

 To start this process, click on the menu item [Maintain Personal Information] under the
General Functions heading.

 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

o *Tip: Always keep your information up to date in the system to make sure you
receive all communications from the Attorney Services Division throughout the
year.

• *Tip: You must report every state where you have ever been licensed. If your changes are 
accepted, you will be shown a page like the one below, marked ―Step 2 for your review. 
If you are satisfied with the accuracy of the information shown on this
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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. 

*Tip: If you need to update your name due to a marriage, divorce, or other reason. Email

NSC.MCLE@Nebraska.gov with a legal document, for example, a marriage certificate, and we
will change your name. 

Changing License Status 
 If you wish to change your license status with the Attorney Services Division, you will need to fill

out a form. All forms for Attorney Services are located on the Supreme Court Website:

https://supremecourt.nebraska.gov/forms?title=&field_form_number_value=&field_form_type

_tid=204&field_language_tid=288

 You can also email nsc.attrservices@nebraska.gov and request the document(s) be emailed to

you for transfer/changing of memberships.

 You can resign from the bar, transfer from active to inactive or vice versa, and apply for

reinstatement.

Apply for Military Status for License 
 If you are an Active Military member, you may be eligible for Military Active status.

 This is located on the main menu under License Renewal Functions by clicking [Apply

for Military Status for License].

 *Tip: This needs to be done before renewing your license.

 Here is the rule for claiming Military Active Status:

o A member actively engaged in the Armed Forces of the United States at the

beginning of any calendar year shall be exempt from payment of assessments

for such year upon submitting to the Administrator of Attorney Services

Division, prior to the date of delinquency provided for in this Article, satisfactory

mailto:NSC.MCLE@Nebraska.gov
https://supremecourt.nebraska.gov/forms?title=&field_form_number_value=&field_form_type_tid=204&field_language_tid=288
https://supremecourt.nebraska.gov/forms?title=&field_form_number_value=&field_form_type_tid=204&field_language_tid=288
mailto:nsc.attrservices@nebraska.gov
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proof that he or she is so engaged; upon receipt of such proof, the 

Administrator of Attorney Services Division shall issue proof of membership 

status to the member under the classification held by the member prior to his 

or her induction in the service and shall cause the records of this Association to 

show that such proof was issued without payment of dues.

 To apply you must use an affidavit which is located on the Nebraska Supreme Court website:

https://supremecourt.nebraska.gov/sites/default/files/ASD-3-10.pdf

 When you upload the file you must first click, choose file, then after you choose you must select

upload to finish attaching the file.

 After the affidavit is approved and you are Military Active, you will then go in and renew your

Military Active license for $0.

o You will receive an email with the approval or denial of your Military Active status.

Renew License 
 Licensure season begins on November 1st of each year.

 Attorneys have from November 1st to January 20th to renew their license and pay their
mandatory bar dues without incurring a late fee.

 Late fees begin January 21st

o 1/21-1/31: $25
o 2/1-2/29: $50
o 3/1-Suspensions: $75

 The process of renewing your license each year allows you to:
o Update your personal information.
o Maintain your Trust Accounts.
o Maintain your Liability Insurance information.
o Pay your mandatory assessment fees to the Supreme Court.

 Inactive Attorneys will skip the steps to Maintain Your Trust Accounts and Maintain Your
Liability Insurance as those reports do not apply.

 *Tip: You can renew your license before submitting your Annual CLE Report.

 To start this process, click on the menu item [Renew License] under the License Renewal
Functions heading.

 Steps:
o Renew Annual License - - Submit Annual License Reports

https://supremecourt.nebraska.gov/sites/default/files/ASD-3-10.pdf
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 The first page you are directed to gives an overview of the prices for each
status to renew and the steps that will be taken during this process. To
keep moving forward click [Continue] at the bottom of the screen.

o Submit Annual Status Report
 This page will allow you to select your status you will be renewing from

the drop down menu on the page.
 Once your status is selected you will click [Save] at the bottom of the

page.
o Step 1 - Submit Annual Status Report

 This page you will renew your contact information verifying it is correct.
 If you need to make changes click [Maintain Personal Information]. Once

you update your information, you will need to start the process again by
clicking [Renew License] on the main menu.

 If the information is correct you will click [Continue]
o Step 2 – Submit Trust Account Information

 Report any changes or if there are no changes click the box next to [No
Changes].

 At the bottom of the page in order to continue the process, the bottom
two boxes must be checked.

 Once all necessary boxes are checked you will click [Continue]

o Step 3 – Submit Report of Professional Liability Insurance
 Answer all the questions and check the box below to certify the

information is accurate and true.
 Click [Continue] at the bottom of the page.

o Step 4 – Pay
 You will be re-directed to make a payment.
 Once the payment is made, you will receive an email receipt for your

license renewal payment.
 Payment can be made either by credit/debit card or through a

checking /savings account number.

 *Tip: Attorney Services does not accept paper checks mailed in. License renewal must
be done through the Nebraska Supreme Court Attorney Services Division website.

 If you want to print out your new license card after renewal, click on the menu item
[Print License Card] under the License Renewal Functions heading. (Directions in the
next section)
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Print License Card 

 If you would like to print out a copy of your license card this can only be done through
the Attorney Services Division portal.

 On the main menu under License Renewal Functions click the menu item [Print License
Card]

 Here you can print out a new license card each year after renewal.
*Tip: Your initial bar card for your year of admission is mailed/emailed with your ASD
information packet and original site credentials.
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Maintain CLE Transcript 
 Your CLE 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 CLE report. We
recommend that you use the Maintain CLE Transcript function to track your CLE
attendance throughout the year, by adding the evens and the hours you actually
attended at each event as you attended them during the year. This technique will
greatly expedite filing of your annual report at the end of each year.

*Tip: You will find it helpful to at least have a rough list of CLE events you attended, with
the activity numbers if possible, before you begin the process of updating your CLE
transcript.

 To start this process, click on the menu item [Maintain CLE Transcript] under the CLE
Functions heading. The explanation page shown below will appear. After you have read
the instructions noted on this page, click [Continue] to proceed to the transcript utility.

*Tip: Sponsor reported attendance is not automatically added to your transcript you need
to add these to your transcript as well.

Adding Events to the transcript is a two-step process: 
 First, use the Search Form to locate the event you attended. You may search by Activity

ID Number, by sponsor, date, or by area of law. Click [Find] to search for the event.
*Tip:  Because Sponsor names may be abbreviated, or titles inexact, a search by date is
often the quickest way to find your event.
*Tip: When using the NE Activity ID only input the ID number and click [Find]
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 After clicking [Find] and the search result has returned the correct CLE event in the first
block, click the [Add] button to add that event to your transcript detail.

 Second, scroll down to the Current Transcript Details and fill in the windows in the
transcript detail to specify how many regular hours and professional responsibility hours
you actually attended at each event.

 Once you have added the desired events to the transcript detail block and specified the
actual hours attended, you should click the [Save] button to save the changes you have
made to your CLE transcript.

 The [Save] button is located just under the Current Teaching Hours.
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*Tip: Add one event to your transcript at a time and save after each individual addition.
The transcript will only save the most recent entry when you click [Save].
• Once you have finished adding the event 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] or the [My 
Account Lawyer] button to return to the main lawyer menu.

• TIP: In the year of admission you can apply for carry over credit by using the function 
[Add Credits in the Year of Admission]. The credits must be live and in person to qualify 
and there is a limit of 5. This is located in the Maintain CLE Transcript only during the 
year of admission. 
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Submit Your Annual CLE Report 
• Each year Attorneys can submit their Annual CLE Report starting on December 1st.

• Annual CLE Reports are due each year by January 20th.

• Before you begin the process of filing your annual CLE report:
o Add all of your CLE attendance information for the year to your transcript using

the Maintain CLE Transcript function.
o Review your personal information for accuracy. If your information needs to be

updated us the Maintain Personal Information function on your My Account
Lawyer home page.

• To start the process of filing your annual CLE report, click on the menu item [Submit
Annual CLE Report] under the CLE functions heading.

• You will be shown a screen similar to the one below, which displays your current
personal information and your current transcript of CLE events for the reporting year.
You should review both the personal information and the CLE transcript for accuracy.

*Tip: Only activities approved by the Nebraska MCLE Commission on CLE count in fulfilling
your CLE requirements.
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 After updating all information and it is current begin the Submit Annual CLE Report
process and click the [Submit] button to submit the report to the Nebraska MCLE
Commission.

 A warning window will pop up on your screen to make sure your CLE report is complete.
If your information is complete click [Okay]. Once that is done, your report is submitted.

*Tip: To review all previous Annual CLE Reports and verify your report was successfully
submitted on the main menu under CLE Functions click [View Prior Annual CLE Reports]. That
will show all reports you have submitted.
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Submit a CLE Program (for Approval) 

• This process allows a lawyer to submit a program and associated class sessions for 
approval by the Commission on Continuing Legal Education if the sponsor of the program 
has not obtained approval prior to the program taking place.

• *Tip: Attorneys CANNOT submit a CLE program prior to program attendance.

• On the main menu click [Submit CLE Program] under the CLE Functions heading.

• Step 1 – Submit CLE Program – Fill in all necessary fields

o Program name

o Description

o Sponsor
 If a sponsor is not on the list email nsc.mcle@nebraska.gov and request 

the sponsor be added.

o Attachments

 Do not submit the presentations themselves for review.
 When submitting a course for approval you must provide the course 

marketing information that describes how to access the course or where 
the course took place, sponsor information regarding how faculty may be 
asked questions and a creation date of the program, an agenda, and 
speaker biographies

 After you choose a file, make sure to click upload on the right side of the 
screen. The document will then show up under uploaded files if done 
correctly.

• *TIP: If the file is too large and you receive an error while uploading the 
documents, then it will need to be broken up into multiple smaller 
attachments or made smaller. There is a 1MB file limit .

- Area of law

o In-House
 This is asking if the course is defined as: A CLE program given by, for, or to a

select private audience, such as a law firm, corporation, government agency, or
governmental entity, not open for admission to other members of the legal
community generally. When determining whether a program is in-house activity,
the Director shall consider the attendees and programming literature, not the
sponsor of the education.

o Classes
 Enter the start date
 The end date
 City and State

• If a course is online the city and state can be where you took it or where
the sponsor is located.

 Credit Minutes Requested

• The total time of the event

• We do not give credit for Q&A time or breaks.
 Professional Responsibility Minutes Requested

• Ethics time.

• If there are no ethics minutes make sure to put a 0.

 Class type: Do not use In-House as a class type.

mailto:nsc.mcle@nebraska.gov
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 Once a course is submitted, it will take about 1-2 days for the MCLE office to review.

 You will receive email communication about your course based on the email that is
associated with your account.

o Make sure your email is updated before submitting a course.

 If a course needs more information an email will be sent with what is needed to
complete the submission. You will just need to reply to that email with what was
requested to submit it for review.

Review Submitted CLE Programs 
• After you have submitted a program for approval, you can check on the status or find the

activity ID here.
• Under CLE Functions, click [Review Submitted CLE Programs].

• This will have all courses you have submitted for approval.

 After you have reviewed the courses to return to the main menu click [Go To My Account]
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Request Teaching Credit Form 
• If you taught at a CLE event and wish to take credit for teaching time, you can do so by using this 

form.

• The form is also located on the Nebraska Supreme Court Website under forms:

https://supremecourt.nebraska.gov/forms?title=&field_form_number_value=&field_form_type 
_tid=204&field_language_tid=288

• On the main menu under CLE Functions, click [Request Teaching Credit Form].

• This will open the form you need to fill out and submit for teaching credit.

• Directions on how to submit the form are located on the bottom of the form. 
• Once we process the teaching hours they will automatically appear on your transcript. 

View Prior Annual CLE Reports 
 Once you have submitted your annual CLE reports they will be logged in the [View Prior Annual

CLE Reports]

 *Tip: If you want to verify that, you successfully submitted your annual CLE report this will

show all the annual CLE reports you have submitted so far.

o If a year is not showing it is because no annual report has been submitted yet.

 The page is sorted by reporting years. You can click on each individual year and view the annual

CLE report from that year.

o In the individual years’ you have the option to print your detailed Annual Report for

your records.

View CLE Compliance History 
 Another way to review your compliance for your Annual CLE Report is under CLE Functions click

[View CLE Compliance History]

 This will show the date your Annual CLE Report was submitted each year.

https://supremecourt.nebraska.gov/forms?title=&field_form_number_value=&field_form_type_tid=204&field_language_tid=288
https://supremecourt.nebraska.gov/forms?title=&field_form_number_value=&field_form_type_tid=204&field_language_tid=288
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 *Tip: If a date is not next to year then an Annual CLE Report has not been submitted for that

year.

File for Regular CLE Extension 
• If you need to file for a CLE extension under the rule: Neb. Ct. R. §3-401.13. You can do

so under CLE Functions by clicking [File for CLE Extension].

• Here is the rule Neb. Ct. R. §3-401.13:

o If, due to disability, hardship, or extenuating circumstances, an attorney is
unable to complete the hours of accredited CLE during the preceding reporting
period as required by § 3-401.4, the attorney may apply to the Director for an
extension of time in which to complete the hours. Such request for extension of
time shall be filed with the Director by December 1 of the end of the annual
reporting period. No extension of time to complete CLE shall be granted unless
written application for the extension is made in the manner prescribed by the
Nebraska Supreme Court. An extension of time shall not exceed a period of six
(6) months immediately following the last day of the year in which the
requirements were not met.

o The press of business shall not be considered a disability, hardship, or
extenuating circumstance.

 *Tip: An extension must be filed by December 1st of the annual reporting year to be

considered.

Apply for Certificate of Exemption for CLE 
 If you are Military Active you may be eligible to apply for an Exemption for CLE

 This is located on the main menu under CLE Functions click [Apply for Certificate of Exemption

for CLE].

 When you are applying for a CLE Exemption you must meet one or more of the following

criteria:

lbodfield
Highlight
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o I am on continuous military service under Title 10 or title 32 of the U.S. Code or
State Active Duty under the jurisdiction of any state or territory of the United
States for a period of at least six (6) months during the annual reporting period.

o I am an active component member of the reserve forces of the U.S. Military and
serving in excess of thirty (30) days but less than six (6) months of continuous
active duty military service under title 10 or title 32 of the U.S. Code or State
Active Duty under the jurisdiction of any state or territory of the United States.
(Upon release or discharge from service as described in this paragraph, said
attorneys shall have either six (6) months or until the end of the annual
reporting period, whichever is longer, to obtain the required CLE credits.)

o Newly admitted attorneys shall be subject to this article beginning January 1 of
the year following admission to the Nebraska State Bar Association. Credit shall
not be given for any courses attended before admission to the practice of law in
Nebraska.

 To apply you must use an affidavit which is located on the Nebraska Supreme Court website:

https://supremecourt.nebraska.gov/sites/default/files/ASD-3-10.pdf

 When you upload the file you must first click, choose file then after you choose you must select

upload to finish attaching the file.

 You will receive communication through email if the affidavit has been approved or denied.

Apply for Class & GAL Functions 

 Apply for Class
o If you would like to be certified in either probate or juvenile Guardian Ad Litem then you

will under the Guardian Ad Litem Functions click [Apply for Class] on the main menu.

o You can select a course for Guardian Ad Litem from the drop down menu:

https://supremecourt.nebraska.gov/sites/default/files/ASD-3-10.pdf
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o Once you select a course it click continue at the bottom and you will be directed to a

payment screen.

o Each course is $25

o Once you pay, Attorney Services will review your request and enroll you in the course

and you will receive an email with log in credentials to access the course.

o *Tip: You cannot take a GAL course more than once.

o Each initial GAL course certification for Probate and Juvenile is a 6-hour course. Then for

renewal: it is 3 hours a year for juvenile and 1 hour a year for probate.

 Apply for Juvenile Guardian Ad Litem Approval
o Once you have completed the GAL course and have the certificate of completion, you

must use [Apply for Juvenile Guardian Ad Litem Approval] under the Guardian Ad Litem

Functions on the main menu.

o You will upload the completion certificate and click continue on the bottom of the page.
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o Once the request is submitted Attorney Services will review the course and adjust the

expiration date for your Juvenile GAL certification.

o You will receive an email notification with the approval or denial for the submission.

o *Tip: Do not request approval until you have completed all required credits for the

year. The initial juvenile course is 6 hours and the subsequent annual requirement is 3

credit hours.

 Apply for Probate Guardian Ad Litem Approval
o Once you have completed the GAL course and have the certificate of completion, you

must use [Apply for Probate Guardian Ad Litem Approval] under the Guardian Ad Litem

Functions on the main menu.

o You will upload the completion certificate and click continue on the bottom of the page.

o Once the request is submitted Attorney Services will review the course and adjust the

expiration date for your Juvenile GAL certification.

o You will receive an email notification with the approval or denial for the submission.

o *Tip: Do not request approval until you have completed all required credits for the

year. The initial probate course is 6 hours and the subsequent annual requirement is

1 credit hour.

• Take a Class
o After you log into your account on the main menu under ‘Apply for Class & GAL Functions’ is the option to ‘Take a Class’
o To take the informational courses on the following click ‘Take a Class’:

 Mandatory E-Filing
 How to E-File

o Click the links to be re-directed to the course to view the slides. Make sure to refresh the browser once re-
directed to actually launch the course.



• Request Resignation
o If you wish to resign from the bar you can do so through your ASD account.
o After you log into your account: https://mcle.wcc.ne.gov/ext/
o Under General Functions click [Request Resignation]
o Follow the steps:

 First confirm all the information is correct and click [Confirm]
 Then take a final review and click [Submit Resignation].
 The system will then show you have a pending resignation request so duplicate 

submissions is not possible.
 You will receive a letter from the Clerk of the Supreme Court when your resignation 

has been processed.
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