Nebraska MCLE Sponsor Tutorial for Internet Filing of Accreditation
Applications, Payment of Fees and Other Functions
Nebraska MCLE Commission
521 So. 14" Street
Lincoln, NE 68508
(402)471-3137
www.mcle.ne.gov
nsc.mcle@nebraska.gov
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Introduction

Internet filing of your continuing legal education (CLE) applications for accreditation and course approval
requests is available through the MCLE web site on the Internet. Internet filing of your applications will
significantly reduce the overall time required for transmission and processing of your applications, avoid the
need to prepare paper checks to pay accreditation fees, and place a more complete set of program

information on the commission web site for viewing by prospective lawyer attendees. There is no
additional charge for Internet filing.



General Instructions on Using Professional Regulation Online Access

Browser: The site has been tested most extensively using Internet Explorer as a browser. Firefox,
Slimbrowser, Opera 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, 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 will find it necessary
to scroll left and right to view and use some of the pages. If you find a 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.

Screen Narratives: Narrative instructions are provided for most web pages, generally at the bottom of the page.
In addition, many 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: Fees associated with your applications are payable at the time an application is submitted.
The MCLE Commission web site will accept payment by credit card, so you will want to have your credit card
information available when you file your applications.

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 for Sponsor” 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 credit card payment mechanism, is available during working hours by contacting the MCLE
Commission at 402-471-3137.

Accessing the Professional Regulation Site

The web address for the professional regulation site is:  http://www.mcle.ne.gov

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 Online Access site should
open.



Searching the Database of Approved CLE Events

On the left side of the front page
of the site appears a menu of
items, one of which is entitled e
“Search CLE Events.” The CLE .\I(?l:)ra.skz'l \S (JJE
search utility allows anyone to
search the database of CLE
events submitted to the MCLE e

Lagin o -
- Search Continuing Legal Education Events

Commission for review. You do Search CLE Spansors This process allows a user to view the pmﬁrams and classes submitted by a sponsor for approval by the Commission on

t dto be | dintoth Wi Mandatory Continuing Legal Education. All of the programs and classes submitted by the spansor during at least the past two
not need 1o be logged In to the Search CLE Events }(ears will be listed, in descending chranological order. The current status — Approved, Denied, Cancelled or Meed More
site as a user to search the CLE nformation — will be shown for each class session. Classes that have a status of Pending will not be shown. The user may

. New CLE Sponsor narrow the display of Em%rams by entering a keyward search ar terms before hitting the “Find Now” button and viewing the
event database. When you click Registration Request revised list produced by the search. Any written materials associated with a program and previously uploaded by the sponsor

. . will be shown and will ge available for download.
on this menu item, the Contact Us
explanation page shown at the |
right will appear.

Important Note: The "Field of Practice” designation is provided by some CLE spansors only as an aid to lawyers seeking
programs or classes peraining to particular subject matter.

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.
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.

Continuing Legal Educations Events - Basic Search -

MNOTLE: You must provide a value for at least one of the fislds bhelow.

Keyword Search: |

Firnd Mow

OR

Continuing Legal Education Eventis - Advanced Search-

Activity 1D: |

Sponsor Name or
Acronym:

|
]
Program Namse: | |
Pragram Deseription: | |

Country: | Ay =

Location City: | |

Locatlon State: | Ary -

Start Datelmm/ddiyyyy): |
End Date{mm/ddivyyy): |
Credit Hours Approved: |

Ethics Hours Approved: |
Fleld Of Practlee: [Any =

Clas=s Type: | Ay -



Getting Your Username and Password as Contact Person for Your Sponsor

Most site functions for sponsors require that you log in as a user. Whether you choose to seek to become an
accredited sponsor, or just seek approval for classes on an individual basis, you will need to begin by
registering as a new CLE sponsor. To begin the process for creation of your user name and password as a
contact person, look on the menu along the left side of the front page of the MCLE Online Site for an entry
entitled “New CLE Sponsor Registration Request” and click on that entry.

Nebraska MCLE

Ml =~ ERR 3

Search Continuing Legal Education Sponsor: This process allows you to search the database of sponsors who have sponsored continuing legal education (CLE)
programs or classes submitted for approval by the Commission on Mandstory Continuing Legal Education.

Search Continuing Legal Education Events: This process sliows you to search the datsbase of cantinuing legsl education (CLE) programs and clssses submitted for
approval by the Commission on Mandatory Canfinuing Legal Education.

Mew CLE Sponsor Registration: This process sllows any sponsor of continuing legsl education {CLE) programs or classes to register 35 an on-line entity.

Contact Us: This process allows amy member of the public, lawyer or sponsor of a continuing legal education event to submit an inquiny.

a1 P [ A 8 A itrn

This e-mail screen will appear— This will serve as your e-mail request for a password, fill in all of your contact
information including e-mail address, web address, phone and fax numbers. When you have completed
preparation of the e-mail send it in—the address is already filled in.

| % CLE Sponsor Registration Key Request - Message (HTML)

f pile  Edit WView Insert Format  Tools  Actions  Help

“isasend | S| 6 e 8 LX) |2 8D 8 5\‘?|1§\§0mlﬂnsm AT | @ B Al

From... | |

To.. | |nsc.mcle@nebraska.gav

[
[
el
[

Brc.. | |

Subject: | €LE Sponsor Reglstration Key Request

Please enter your contact information below:

By e-mail response, you will receive a user name and password which allows you to access your account and
begin the accreditation process and/or to begin submitting programs for approval. There is one user name
and password assigned to a sponsor, after logging in the sponsor should access the “maintain Sponsor
Information” page and designate a contact person.

First Log in by clicking the log in button



Nebraska MCLE

nsor: This procsss slows you to ssarch o legal education [CLE)
by the. ision on Mandatory Continuing Legal Education

Search Continuing nts: This process alows you to search the database of continuing legal ducation (CLE) programs and classes submitted for
‘approval by the Commission on Mandatory Continuing Legal Educstion.

Hew CLE Sponsor ion: This.

llows any sponsor of sontinving legal ion (CLE) programs o siasses to register as an on-line entity.

Contaet Us: This process sllows any member of the public, lawyer o spensor of 3 continuing legal education event to submit an inguiry.

The password screen will appear allowing you to key in the user name and password sent to you
Do not fill in the Admin Realm
box—Ileave it blank

NesrASKA JIDICIAL BRANCH

Sign In

Enter your Single Sign-On user name and password ta sign in
User Name | |
Password | ‘
Admin Raa\ml v

Leave "Admin Realm" blank. unless you are
a State of Mebraska administrator

—

Unauthorized use of this site is prohibited and may sublect you to civil and criminal prosecution
Copyright © 1898, 2008 Oracle. Allrights reserved

Done (@ & Trusted sites EHAo0% v

Navigating the Menu Page

After you have entered your user name and password the clicked the “Login” button, your personal menu page
entitled “My Account Page for Sponsor” 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 list of CLE classes and accreditation requests you previously have submitted and
which are still pending approval.
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#
My Account page for Sponsor

Nebraska MCLE Test Sponsor
Clidk box below to perform the task.
Misinasin Spondor IomaRon

Raview CLE Sudmimed Frogems

‘Submit CLE Frogem

Clone or Cancal CLE Class

B Fapmant Hstey

Fibe for Accreditaion

[Fana Lawyer ATaTaR

Tuscdial

Classes Pending Approwal

Program Name  Start Dats End Dats Clty Credit Minutss Requested Prof. Resp. Minutes Requssted Class Typs  Cancsi Clons

Mo Classes Pending Approvsl

Pending Accreditation Requests

Tue Oct 13 059:50:56 CDT 2008

This menu page lists the services avsilable tosponsors of continuing legal
education {CLE) events from the Commission on Mandatory Continuing Legal
Education. The primary purpose of this page is to allow sponsors to maintain
their contact information, submit CLE events for approval, and monitor the status
of events submitted for spproval. For the convenience of sponsars, this menu
page slso offers immediste acoess to the list of the sponsors events still pending
approval by the Commission.

Maintain Your Sponsor Information

You should review and update your sponsor information the first time you access MCLE site with your password,
and any time thereafter that your sponsor or contact person information changes. To start this process, click on
the menu item “Maintain Sponsor Information” under the General Functions heading.

Nebraska MCLE
Logoff
= My Account page for Sponser
My Account CLE Sponser

Nebraska MCLE Test Sponsor
Home Click box below to perform the task.

Mairtain Sponsor Information /

Review CLE Submitted Programs
Submit CLE Program
Clone or Cancel CLE Class

CLE Sponsors
CLE Events

LE Sponsor
ation Request

Review Paymert History
File for Accreditation

Report Lawyer Attendance

Tutorial

Classes Pending Approval

Program Mame Start Date End Date City Credit Minutes Requested Prof. Resp. Minutes Requested Class Type Cancel Clone
No Classes Pending Approval

Pending Accreditation Requests

No Pending Accreditation Requests

|
The page depicted below will appear, showing the information currently stored in the database regarding your
sponsor entity. Note that the first time you perform this function, you may be required to enter certain minimum
address and other contact information before the system will allow you to complete this function. ~ 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.

£l i
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Step 1 - Maintain Sponsor Information
NOTE: Required fiskis are identified by an asterisk ()

*5ponsorName:  uamaa it Tenzacnad

e ER—

Acronym:
“Business
Je== =2 1an
padress 1| I

s —

e | |
E:
“Country. [ United States -
“City:
*SatelProvince: |[aashs ]
el
s zipw| |
Business Phone ——
Nomper: LzmE st
Wik ideces;

Aecredited: Approved

nebar's Contact
info: first name phone number

[Test |Soorsor Cortact|carole mamahorboies |

Continue

Thiz rasess slous 3 CLE sponar to updle the sdiress, t=sshons, oontsot parsars S ather rlevant informatn o= it pees
on th reconds ofthe Commission on Mandstory Contiuing Lesal Educaton. This informationis usea by the S1aif atthe

el 2 porton o This nfomalon oo & ke svsizsieto
lauryers. for their use in contacti ugspmsms o regester for events E =ry sponsor must enter at lesst one Sontact person with =
address for the C approvals,

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 page, click “Submit” to finish this process. If
you are not satisfied with the information on this page, you may click the “Back” button to return to Step 1.

Nebraska MCLE
Step 2 - Maintain Sponsor Information

FPlease review the following information. If some of the data is incomect, please clidkon the "Badd” button to go the
previcus page and comect the data. If all of the following information is comedt, plesse cdiddon the "Submit’ butten.

Name: MCLE Test
Sponsor Acronym:
Business Address . 555 So 10th
Business Address &
Business Address 3:
Country:  United States
City: lincsln
State/Province: MNebraska
Zip/Postal Code:
Business Phone $02-471-
Mumber: 2072
Web Address:  www.mcle.ne.gov

phone
Resistered contaos: [N IO I I P

Sponsor carole memahon-

Fest Contact boiss@nebrasks .gov

[B=k. [50ma]

Seeking Accreditation

A Sponsor may wish to become accredited by the CLE Commission. A one time $200.00 fee is required. This
will allow a sponsor pay a reduced rate each time a class is offered.  To begin the accreditation process, click
on “File for Accreditation”



MCLE
Iy Account page for Spensor

Nebraska MCLE Test Sponsor
Click box below to perform the task.
Wainhain Sporsor infomation

Raview OLS Susmined Frogems

‘Submit CLE Progem

Cione of Cancal CLE Class

Raview Faymant Hatoey

File for ccradtation 4

‘Fpo Lawyer Amerdarce |

Tkl |

Classes Pending Approval

Mo Classes F‘endlng Appm\ral

Pending Accreditation Requests
Mo Pending Acxeditation Requests
This menu page lists the services availablz t of inuing l=gsl
education (CLE) events from the issi inuing Legal

Education. The primary purpose of this page is to allowsponsors to maintain
their contact infarmation, submit CLE events for appmval and monitor the status
of events i for app |. For the o o= of this menu
page also offers immediste scosss to the list of the sponsor's events still pending
approval by the Commissicn.

The Accreditation Process — The required information that must be uploaded is outlined on the screen
below. In addition, you may use the Accreditation Application Form found on the MCLE Web site and attach
the required documentation and upload all as a packet. Upload the required information by clicking on
Browse and identifying the file you want to attach.

Step 1 - File For Accreditation

MNOTE: Required fislds are identified by an asterisk {3
“Attachments: | Browse... | Upload | Uploaded files.

Attschment Instrections: Minimum of one {1) attachment is required. Generally, this should
be information on CLE programs of fered during the two {2} years immediately precading the
rqulmt for accredited CLE sponsor status. | the parson or organdization has been offering

courses for five (5) years orless, the Dirsctor may, at his or her discretion, request
submission of course materisls for inspection, which should provide sufficient detail
regarding the schedule and content to allow the Commission to make an informed decision
regarding seminar content and actual instruction time. For additional guidance, see the
discussion st the bottom of this page or csll the Commission 5t (402) 471-3137.

Further Conditions of Accreditation:
The sponsor must pay 3 one-time nonrefundsble acoreditation fee of 5200
Agcreditation is not spproved until the spensor is notified in writing by the Dirsctor.

The Director may, at any time, resvaluste the programs being presented by sn accredited
CLE sponsor. |f, after such reevaluation, the Director finds thers is cause for revocation of
the sccreditstion of 3 sponsor, he or she shall provide written notice of such cause to the
sponsor and shall sllow the sponsor fifteen {15) days to show causs to the Director why

such sccreditation should not be revoked. If such sponser fails to adequately show cause
why the sccreditation should not be rewvoked, the Dirsctor may revoke the scoreditation and
shall prompthy notify the sponsor of such decision. In addition, if the Directorin his or her

ment concludes that 3 course fails to meet the educational standards for approval set
iort in § 3-401.7, he or she may deny or withdraw approval for the course even though
offered by an acoredited sponsor.

An accredited CLE sponsor shall psy a nonrefundsble fes of 325 for esch occasion 3 course
or program is offened by that

The accredited sponsor must report the credits eamed by those in attendance at its
presgrames with an on line submission.

ortinue



Nebraska MCLE

Step 2 - File for Accreditation

Please review the following informstion. If some of the data is incomedt, please didk
on the ‘Bads button to go the previous page and comect the data. If all of the
following information is comect, please dlidcon the ‘Continue’ button.

Attachments:  Uploaded files

e

The screen above will appear and allow you to confirm the correct attachment was included. By selecting
“next” the payment screen will appear and require you to submit a credit card payment.

Nebraska MCLE

By an astersk 1)

Firsthlame: [

A receipt for the e-payment will appear.

Nebraska MCLE

Step 4 - File For Accreditation Payment Information

Date/Time 10/12/2008 09:50 AM
Amaount 520000
Preduct Code

Product Desoription
ePayment Transaction ld 4ad48084-10c3-2000-0023-00036a38567

o To count



Submit a CLE Program (for Approval)

Whether a sponsor chooses to be accredited, or just submit classes for approval when offered in Nebraska,
you must use the “Submit a CLE Program” each time you offer an approved class to Nebraska attorneys.

Nebraska MCLE

L o ot

My Account page for Sponsor

Nebraska MCLE Test Sponsor
Clide box below to perform the task.

MAGiTRGIn SPOFSOF INORRGEon |

Faviaw TUS Sunmined FrgeTs |

Suimit CLE Frogem {I

|
| CHeme of Cameal TLE Class

Flew Faymant Hstey

[Fanos Lawyar Amandancs

|
|
Fife tor futcracttanen |
|
|

Tusodsd

Classes Pending Approwal

By choosing this option the “Submit CLE Program” screen will appear as below. It details the information
needed to submit a program.
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Edap 1 - Eubtenl CLE Frogram

Fomguined fiedds are idercilfied by am asserisk 5

morcemmes e | ves | tves Fes amoo 5
"R | = |Jp|_| | Uploadsd fllas

Azschment nsTuctions: Mintmum of one (1) amachment is required. Gererally, Tis should be The agends or brochure for The program,
wiilch should provide suificient detail reganding e schedule and coment 50 aliow The Comimission 50 maike an intormed decision regarding
saminar comant and Sciusl insTucTion Sme. For sddiional guidancs, sas T disoussion & the bomom of Tils page of call e Commission

40 4T1-315T.
e N \;1
fr—
[ | [ w| Il | [rmimi—Cri i o |

#udd Omen

Thiz preoaxz sicws B CUR 1poneY iz 30T B pogrem I EErSCIec SRR mernons o sppval Sy Hhe Commizmon on Mancetory Sontnung Lege sduceon. i pey
.:,r:lnr EptcE (ea AL MR T SR RIS TICE D oraaie N sech progreT. ThE T My SRS e U o SREr perpen T anch progrem. e
e by ST pRET Ty VR B EoETo nmmh--r-um--ﬁmzmm u U SETEE SEED B R
:ﬁ:,‘:wm-ﬁr.r:vd::n:hn ATy CIEENCE SCUCEET MU prvics the with the zeTe ity with the thoes besching

mx ey woud F phymesly praset ¥ the zems ooion

AL mar e minch et MU b upoesel Sanersly, tux ol B e aganse o rechurs Do Bha progrem, ahich shou inciuse sUoe selel regandng e achasus s
oiant bz miow the Commean bo maios 51 nfonmec celenTination regancng both seminer content nd aciusl imEnuchion Bma. The Iooner s mmy Wt booupoes the
mutines Mo saxsore o ahich o et sl § U pewrnl Drochurs o apenss S ol rpsclionly cencriss e prelerss
raporiiy; covert. Tha Ipomesr sy et b2 upices mformation regersng imfrocter puaificstions. Soomrers e meiosd mel b2 upioes outinee Ny 3eminers i ar
ety Altmch et Upioeces by B aponer o be sveiasie bz the pusis. noiusing imepers Browang U cesbese o CUS pregrem it paanch o ciarvan b atans

Tha Aras o e capgneieon @ oplonel B o oziechec oy B B0 B BT A RT TR DNTYETIE I SRR DaLEnTg D periicuer puisect Ml

'hwmmnmw e Seguarted v ba corplaed wih the poness ceituston o hae bl sctusl nrosien e
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Atz scel Eandwsn wm by remte crecy b2 lwe frm menegement mnd St o stiormeyT be the ol pme, putic. i and cher miameyn
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IF m g TN maTher hED CUEEETE regErs B procars. e o ohe 3 encounages B conect the BT o the Commizeen by beaphee m (SI20) ST IT o By 8
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This process allows a sponsor to submit a program and associated class sessions for approval by the Nebraska
MCLE Commission CAUTION: At least one class session must be created for each program. You
may add as many classes as you want to one program. The type of class session may vary. For example, the
program might have a live class session, a satellite transmission to multiple locations, a live webcast class, or a
delayed or on-demand webcast class.

The required fields include Program Name, Description, Enroliment Fee, Sponsor, Dates, City, State, Address.
Telephone Number, Credit Requested and Class Type. Also, at least one attachment must be uploaded.
Generally, this will be the agenda or brochure for the program, which should include sufficient detail regarding
the schedule and content to allow the Commission to make an informed determination regarding both seminar
content and actual instruction time. The sponsor also may want to upload the outlines for sessions for which
professional responsibility credits are sought, especially if the general brochure or agenda does not specifically
describe the professional responsibility content. Sponsors are asked not to upload outlines for seminars in their
entirety.



Attachments uploaded by the sponsor will be available to the public, including lawyers browsing the
database of CLE programs in search of classes to attend.

The "Area of Law" designation is optional, and is collected only as an aid to lawyers seeking programs or classes
pertaining to particular subject matter. The "Credit Minutes Requested” and "Professional Responsibility (PR)
Minutes Requested" should be completed with the sponsor’s calculation of the total actual instruction time and
total actual legal PR instruction time, respectively. Time used for breaks, meals, introductory remarks and
concluding remarks should not be counted when calculating instruction time.  Additional information regarding
the course approval policies of the Commission is available at the Commission’s general web page:
http://www.mcle.ne.gov

A $25 application fee will be payable with your application by credit card, later in the application process if you
are an accredited sponsor, otherwise a $50.00 application fee will be payable with your application. The credit
card screen will correctly reflect the fee owed. The fee must be paid each time the program offered in a different
format and/or at a different time or location.

During Step 2 of the process, you will review your submission for accuracy, and then submit it to the commission
for review. Please review the information shown on the page, which will be similar to the one shown to the right.
If some of the data is incorrect, please click on the '‘Back’ button to go to the previous page and correct the data.
If all of the information is correct, please click the “Continue” button.

Step 2 - Submit CLE Program

Please review the following information. If some of the data is incomect, please dlidon the "Bads button to go to
the previous page and comect the data. If all the following information is comect, please clidoon the "‘Continue’
button.

Program name: Trial Practice

Program
Description:

An indepth look at complex litigation from voir dire through verdict rendition
Enroliment Fee:  *Yes: 355.00

Attachments: Uploaded files
chediox.doc

Area of Law: Trial Law

Classes: Crad BE.
Requasts R o
402-
5 -
10/11/2008 10/12/2008 Lincoln Nebraska So0 00 244 480 a0 Compuler:
10th based/Online
4444
555 402- &
10/11/2008 10/12/2008 Lincoln Nebraska Jgo, > 444- €0 e popies
4444

The credit card payment screen will appear as shown below. Once you have completed the information
requested on this screen, click “Submit” to make the payment and submit the program for review.

ebraska

Step 3 - Submit CLE Program

Required fields ar identified by an astarisk ()

“p e ) E—
Card | -Select b e
Type “Last Name. ’7
*Credit
a1 Compamy|
Hame:
Number Only - No  *Address Line 1:
B —

Car
Humber.

Expiration (57 | (008
01 M| | 2000 M|
Dater” (01 882008 | oy [
“sronince
e —
Code:

{oy clidking belowyou sgree to chargs the sbove credit card for the smount of
it



Once you have submitted the program, you will be shown a confirmation screen. A sample confirmation screen
is shown below You may print a copy for your records using your browser controls.  Clicking the “Go to My
Account” button will return you to the main menu.

ebraska MCLE

Step 4 - Submit CLE Program

Your Centinuing Legal Education Program has been submitted. Please printa copy of
this receipt page for your records.

E-Payment Details

DateiTime 10/13/2009 12:38 FM

Amount 350.00

Product Code EQD

Product D iption MNon-A i F Approval Fee
ePayment Ti ion Id -2252-3000-0023-000 7

Program . .
e Trial Fractice

Des::?gt:an’: An in depth look at complex litigation from voir dire through verdict rendition

Enrolimert oo 555 00
e

Attachments: Uploaded files
cheddbox.doc

Area of Law: Trial Law

Classes: = O Traar
Start Date Ccity State Address Minutes BE Class Type
ap2-

r ; 585 So. Computar-
10/11/2009 10/12/2009 Lincoln Nebrasks o0 5% se2. 480 ] e
1011112008 10/12/2008 Lincoln Nerasks 55555 444, a0 20 Compider.

: ! e 10th based/Online

4444
Go To My Account

Review Submitted CLE Programs

This process allows a sponsor to view the programs and classes submitted by the sponsor for approval by the
commission. All of the programs and classes submitted by the sponsor during approximately the past two years
will be listed, in descending chronological order. The current approval status--Pending, Approved or Denied—uwiill
be shown for each class session. The sponsor may narrow the display of programs by entering a keyword search
term or terms, hitting the “Find Now” button and viewing the revised list produced by the search. Any written
materials associated with a program and previously uploaded by the sponsor will be shown and will be available
for download.

Review Your Payment History

To start this process, click on “Review Payment History” on the main menu. If you review this after you have



submitted an application and paid the associated fee, the fee payment you made should show up under the

Nebraska MCLE E

Review Payment History

[ amentDate | Amount | Product Deseription
QOMT7.20050336 PM 35000 Mon-Accreditated Program Approval Fes
09222009 0502 PM $20000 Application for Accreditation
09292009 09:47 AM 55000 Mon-Accreditated Program Approval Fee
09292009 0951 AM 320000 Application for Accreditation
0920200901 35 PM 320000 Application for Accreditation
0920.200902:14 PM 55000 Mon-Accreditated Program Approval Fes
100120090441 PM 32500 Accreditated Program Approval Fee
100520090348 P 52500 Accreditated Program Approval Fee
10820090755 AW 52500 Accreditated Program Approval Fee
10052009 05:54 AW 52500 Accreditated Program Approval Fee
1VDB/2005 0BT AM 3400 Sponsor Lawyer Attendance Fee
10062009 04 57 PM 2500 Accreditated Program Approval Fee
10052005 0507 PM 520000 Application for Accreditation
100720090224 PM 52500 Accreditated Program Approval Fee
100772009 02:35 FM 52500 Accreditated Program Approval Fee |
100720090329 PM 38000 Sponsor Lawyer Attendance Fee
1D/0B2009 5905 AW 52800 Accreditated Program Approval Fee
10082009 0522 AM 8000 Sponsor Lawyer Attendance Fee
182009 11:45 AW 52500 Accreditated Program Approval Fee
100820090353 FM 52500 Accreditated Program Approval Fee
10V09/2005 08:59 AM 32000 Sponsor Lawyer Attendance Fee
100972009 1021 AW 52600 Accreditated Program Approval Fee
10/220090109PM $20000 Application for Accreditation
1012200901 23PM 55000 Mon-Accreditated Program Approval Fes
104132009 0950 AM 520000 Application for Accreditation
10432009 1238 PM 35000 Mon-Accreditated Program Approval Fese
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This prooess allows 8 CLE sponsor to see 8 history of past fee payments made to the Commission on Mandatory
‘Continuing Legal Education. The fee payment history reflected on this soreen includes payments made using the
on-line payment mechanism on the Commission’s web site. Payments made to the commission by other means, such
8s chedk or cash payment st the office of the commissions will not be displayed

hIStOI’y Done [# o Trusted ses e v

To return to the main menu, click the “Go To My Account” button.
Clone or Cancel an Existing Program

The menu item entitled “Clone or Cancel an Existing Program” causes a page display like the one below,
showing programs previously submitted, in descending chronological order. You may narrow the displayed
array of programs using the keyword search function.
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You may cancel an existing class by locating the class entry and clicking the “Cancel” button where it appears on
the right end of the class entry.

You may add another class session to an existing program by locating the program entry, clicking the button



“Add Class,” annotating the new class session information, and saving the new class information.

You may use an existing program as a template for an entirely new program (“cloning” an existing program), by
locating the existing program and clicking the button “Clone Program.”  You will be shown a new “Step 1 —
Submit CLE Program” screen that is already populated with information from the program and class you intend to
clone. You must make necessary updates and edits of that information to create an entirely new program and
class of a similar nature, which you then may submit for approval.

Report Lawyer Attendance on-line

As a condition of accreditation pursuant to Neb. Crt. Rule 8 3-401.6 or program approval pursuant to § 3-401.7 or
§ 3-401.8(B), sponsors of CLE programs shall agree to remit to the Director an alphabetical list of Nebraska
attorney attendees and shall pay to the Director a fee of $1 per approved credit hour for each Nebraska attorney
who attends the program. This sponsor’s fee, along with the list of attendees, shall be submitted to the Director in
the manner provided by the Nebraska Supreme Court within thirty (30) days after the program is held.

Submission of the listing of lawyers in attendance must be done on line.

Nebraska MCLE

Luqoﬁ
My Account page for Sponsor

My Account CLE Sponsor

Nebraska MCLE Test Sponsor

Home Click box below to perform the task.
Maintain Sponser Information |
Review CLE Submitted Programs ]
Submt CLE Program |
Clone or Cancel CLE Class ‘
|
|

Search CLE Sponsors.
Si E Events
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Contact Us Review Paymert: History

File for Accreditation

Report Lawyer Afendancs <

Tutorial |

Classes Pending Approval

Program Name _Start Date End Date City Credit Minutes Requested _Prof. Resp. Minutes Requested _Class Type Cancel Clon:
No Classes Pending Approval

Pending Accreditation Requests

Tue Oct13 09:50:56 CDT 2009

The courses you as a sponsor have set up will appear on the screen, choose the course for which you are
reporting attendance by clicking the “add” button in the Attendance column:



Nebraska MCLE
Continuing Legal Education Events Basic Search

Keyword Search:

Programs.
Program Name: AnnuslMesting
Program Description: Annusl mesting
Area Of Law: Government Attachments:
chix pub 256 Kb

xn Request

Classes:

.I'Ap[!)m\l';l v Cradit Prof. Resp. Cre
-anthl Minutes Minutas

IOUTS
Dste  Requsstsd  Requestsd Approved A

Cises Typs

NOTE: You must provide s value for the keyword fisld below to search Program Name and Program Desaription.

Attendancs

Frogram Name: Maritime law
Program Description: Maritme law
Frea Of Law: Any Attachments:

Classes:

Approvsd  Credit  Prof Rsep.  Credit
start Dendsl  Minutss  Minutes  Hours

n [Approved|

47028 10082008 | 10082008 |Lincoln |Approwved| 180 180 3.0

Dats rate Ci Date  Requesten Requestsa Approved A

Ciass Typs

Attengancs

=

Program Name: Fifth Amendment
Program Descriotion: Fifth Amendment

A screen will appear asking you to key in the attorney names, last name first—click add lawyer after

each addition

Nebraska MCLE

Step 1 - Add Lawyer Attendance
esting

Selscta Lawyer [ [ AddLawyer |
A B.
Lawyer Name |Total Education Hours [Prof. Resp. Hours

The “Select a Lawyer” field allows you to begin keying in the last name of the attorney your are reporting
for attendance and the field will bring up potential names for you to click on, after clicking on the correct
attorney name click on “Add Lawyer.” You can then begin to type in the name of the second lawyer for
which you are reporting attendance. *Tip: The field will not accept any name that you do not choose
from the drop down menu—the names will begin to appear as you type the first letters of the last name

into the select a lawyer filed.




Nebraska MCLE

Step 1 - Add Lawyer Attendance
Program: Annual Meeting

unt CLE Sponsor
Prof.
Approvali Credit Prof. Resp. Credit Resp.
Activity Start End Denial Minutes Minutes Hours Hours
Id Date Date City Status Date Requested Reguested Approved Approved Class Type

Computer-

-LE Shass 10/09/2009 [ 1010/2009|Lincoln | Approved : S
-LE Events
Sponsor Select a Lawyer: | |[ AddLawyer ]
tion Request o B
ctUs Lawyer Name Total Education Hours|Prof. Resi}. Hours
DOOPER, ZOOPER Z [i-:00 | [o00 | Remove
Total Price:

After you select the name and it fills in the field, you must hit “add lawyer” and a box will appear directing
you to fill in the hours attended by the attorney and that field will calculate the fee for credit reporting.
Once you see the above screen, click on add lawyer to add the next lawyer. Remember that once that

name is in the box you must press add lawyer to have the credit boxes appear.
you will have the credit card transaction screen appear.

By pressing continue



