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Introduction

Internet filing of your continuing legal education (CLE) applications for accreditation and
payment of associated annual fees is available at the Professional Regulation Online Access
site on the Internet. You are encouraged to use the Internet filing option in lieu of traditional
paper filing. 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 Professional Regulation Online Access site will accept payment by Mastercard or Visa,
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 24 hours a day from the ITE
Help Desk (lowa Department of Administrative Services) at 515-281-5703. Assistance with substantive
aspects of the site, such as CLE approval standards or similar matters is available during normal
business hours at the office of Supreme Court Commissions at 515-725-8029.

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 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 “Search
CLE Events.” The CLE
search utility allows anyone
to search the database of
CLE events submitted to
the Commission on
Continuing Legal Education
(CLE) 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.
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.

-Search Continuing Legal Education Events

This process allows a user o view the programs and classes submitted by a sponsor
[or approval by the Commission on Conlinuing Legal Education. All ol the programs
and classes subrmilled by the sporsor during al least the past lwo years will be lisled,
in descending chronolagical order. The current status Approved, Denied, Cancelled
ar Need Maore Intormaton — will he shown for each class session (CGlasses that have
a status of | 'ending will not be shown. | he user may narrow the display of programs
by cntering a keyword scarch or torms before hitting the “Find Now” button and
viewing the reviscd list producced by the scarch. Any writtcn matcrials associatcd with
a program and previously uploaded by the sponsor will be shown and will be available
for download.

Important Note: The "Figld of Practice” desigoalion is provided by some CLE
sponsors only as an aid to lawyers seeking programs or classes pertaining to
particular subject matter. The "Field of Practice” designation is not intended to certify
that any part of a program qualifies for credit toward qualifications to advertise in a
held of practice under l{ule 41.49. Lach lawyer submitiing a report under lHule 41 4913
responsible for detcrmining what portion of cach program or class the lawyer attcnds
reasonably qualifies as a course of study in each field of practice the lawyer intends to
advertise in under Rule 11.9.

Continue

Continuing Legal Educations Events - Basic Search -

MNOTLE: ¥ou must provide a value for at least one of the fislds below.

Keyword Search: |

Firnd Mow

CR

Continuing Lagal Education Evanis - Advancead Search

Activity 1D: |

Sponsor Name orl
Acronym:

]
|
Program Mamse: | |
Pragram Deseription: | |

Country: | Any )

Location City: | |

Locatlon State: | Aary -

Start Date{mm/dd/yyyy): |
End Date{mm/dd/yvyyy): |

Credit Hours Approved: |
Ethics Hours Approved:
Flald Of Practlce: | Any £

Class Type: | ANy

|4




Getting Your Username and Password as Contact Person for Your Sponsor Employer

Before a sponsor’'s employees may log in
to the site and perform functions, one or
more employees must register as contact
persons or representatives, and each
must select a user name and password.
As a part of this process, they will be
required to enter the Registration Key that
was provided in your announcement letter
or message. 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
Professional Regulation Online Site for an
entry entitled “New CLE Sponsor Contact
Registration” and click on that entry. A
page like the one shown to the right will
appear. Complete all of the information
noted. When you have completed the
information requested on this screen,
press “Continue.”

You will then see a screen like the one
shown to the right, which confirms the
information you entered on the previous
screen. Be sure to record the user name
and password you select during this
process. If you need to correct any
information, you may use the “Back”
button to return to the previous screen.
Otherwise, record your user name and
password, and click the “Submit” button to
complete the registration process.

You then will see a screen like the one
shown to the right, which confirms
completion of the registration process.
Once you have completed this process,
return to the site home page by clicking
the button entitled “Go To Home.”

JUDICIAL ‘BRANCH

rStep 1 - New CLE Sponsor Contact Registration

NOTE: Renquired fields are identifid by an asterisk ()

Login

“Selecta SPOUSO: e AL ERANCH |

You must provide the Regishation Keythat was emailed to your sponsor when they registered.
Ifyou do nt have this key, please contactyour Sponsar.

Forgot Password

Home “Registration Key:

|

AL “Usemname:  [ohyieck
Search CLE Sponsors

Search CLE Events L :
Search isabityand CofimPasswork [ ]
Disciplne Orders “First Name:
oLl “Last Name:
*Email Address:
Phone Number: FE7EGE | B[ |

This rocess allows & person o veister a5 a spansor contact, You willneed to know your Sponsors Restation Key.

JUDICIAL "BRANCH

Torgot Pasamard

Yot Sposmsor: KA JUTH
Reghatlon Key:
Usermamo:

Hame
Search Lowyers
Search CLE Sponssen
Sewrch CLE bverts
Scurch Cenabudiy aned
Discigbing Ordern
[T

Password:
Email Addvew: paul wieckafab tate ia v3
Phone Number: SI5TXS3020 Ex

(555 =)

#1B! 36 § 8aNEe

£entict You wal nees be know your Sponkers Registratien Key

JUDICIAL 'BRANCH

Step 3 - New CLE Sponsor Contact Registration

agsword

You are now registered as a new Continuing Lega\ Education Sponsor Contact
Login You may use your new usemame and password ta login and edit your sponsar infarmatian

Forgot Password

[ This process allows a person to reister as a sponsor contact. You will need to know your Sponsor's Registration Key. |

Home

Search Lawyers

Search CLE Sponsors
Search CLE Fvents

Search Disability and
Discipline Orders
Contact Us



Logging In

Most site functions for ) lowa Supreme Court Commissions - Mozilla Firefox =0/l

sponsors require that you log Fle Edt View Go Bookmaks Took Hep
in as a user. Near the top left

corner of the front page, you = + *.‘

E\L! JUDICIAL "BRANCH

will see two windows labeled

“Username” and “Password.”
You will need to type the user
name and password you serrame:

b tt d Welcomne o the public samices 1age of lowe Suzieme Cout Commissions, The cliable menu opticns an the left sice of this page
submitte allowe ary member of the publizte docess a range of services. Lasssers, cerified shothand reporters |OLTA banks anc spansors o

. continuing lzgal education events may log in fo their accounis using the Usernzme and Fasaword fielde on the lefi gsidz of thiz
durlng the contact person 7 page. Aot daseription of eaen SalLable saraze ks ss o lloncs
registration process in the Forged Panmord Certified Shordhand Reporter Search: This prosess allows you bx sesich the database of shorthzne 1eporters (also sometimes

. . referred o az court reportars)who have been cerified by the Beare of Examinzre ot Shorthand Feportzrs to perform shothand
appropriate windows, and teperting i ora,

Boareh Court Reporter)

. “ ) Search Lawyers Licensec in bowa: This proces allons you 1o szareh the databzse of lawyers who haws been licensed by the
then click the “Login” logo pise Ay Suptems Curt of lawa b praciice law in osk.

. Bnreh CLE §paniari
dlrectly under the Password Search Czntinuing Legsl Ecusation Sponser: This process allos you to search bie database of sporsorswho have spansared

W|nd0W Note that these Bowren CLEEvint continuing lzgal education (C_E) programs or d3sses submittad ‘or approval b the Commission on Continuing Legzl Education,

Bowreh Qeiplinary Declsion
TEAET Che Search Czronuing Legsl Ecucation Everts: This process 3/loves wau to search {he database of cortinuing legal eduzation (CLE)

entries are case-sensitive. (e FL A LU S programms and o ssges submitizd for appreval b fhe Commiszicn en Continuing L2gzl Edueation,
The very first time you |Og n, :"'Ichlf_l'””'“m’"“‘ “iew Discizlinary Decisiors: This process al os you to search the database of public discipline impesad on lowa |3wyers
. glumian
you WI” be ShOWn the i KL TAContact Regietraben Applyto be 3 CSR: This proczes allows you fo apphy o take the sxamination to become a certified shorhand reporizr n lowa,
. . . Based on thz irtormation you provide, you wi | reezive futther irstctions from the Boad of Exzminers of Shothand Rzpaders or
cznEet Ui itz administrative office on Ene taske you must complete priorte certtication,
nterprise Autnentication an y plete p

Nerw Lavae- Pegistration: This process allows 3 lawnver who has been newly adm thed, newly registered asin-house colnsel arwho
haz not prewicusly registerad for on-line senices o register as an onrline user,

Authorization (A&A) page
described below.

Newy CLE Sporeor Registration: This proces allows any sponse of eontinuing legal education (CLE) srograms or classes b
register a5 a7 online user

Cortzct Ls: This process alloss any member of the public, |aseer, shothand repartz cnsponsm ¢1a continuing lega education
event to submit an inquiry on- ine to the app-apiiate commizsicn i the Supreme Zour

Enterprise Authentication and
Authorization (A&A)

[UDICIAL BRANCH

The first time you access the

Professional Regulation Online

Site, yo_u will be dlr_eCt(?d to the Suprerme Cuun Cummissiuns uses [TE'S Entarprise Authentication & Authorization systern which provides users, such 5 yoursef the ability to reet

Enterprise Authentication & yourpassword f you should foret it To facilitate this, we equieyoulupwide s with question and answer pairs which are refemed to 25 your

Authorization system to set up \%enfhhaselme ft 5 impartant that you select and answer your qusstions carefully on the scraens that appear during the identity bassline process
hat fallmws

your identify baseline. Setting up (SRR RAERRRRAREASRRARASAARARSASSARRSRANS SRS LAY

your identity baseline provides o To sat up your identity baseline, please click on this ink: Selup ldentity Baseline !
ili | |
you the ab_lhty to reset your . IFvou e asked ta " Select an Anplication” forwhich you are completing this quesfion and answer pracess, select "Supreme Cautt Carmmizgions" for
password if you should forget it in the application fom the pul-down enu. Yourwl be e ﬂuw e 0 npu your usemane and s as pan of this pracess. When yau e
the future lcomplet edlh\spncessdynuww\l nee to logaut of the identity baseline process and then log in again &t bty fwew iacautcammissions ong with your |
' SearchCLE bverts PR IOl I

R R R R R R R N R N R R R R NN NN
Inthe erent you forget your password in the future, you vl be rasided with & ink that states samething like aryat yaur passward fam the login
sereen. If %uu clck that ik you will e brought to an menn% baseline vertication nage thal wil allow you to prowde the answers ta the questions you
se\ec 0. Once you answer all guestions conectly, you wil be able fo change your password.

ffyou have questions rega ting the operation of this system, please cartact (TE's Help Desk at 515-281-5705. ITE would Iike to thank you for your
participation i this project.

To start the identify baseline
process, carefully read the page
at the right when it appears, and
click on “Setup Identity Baseline”
to continue.



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 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 hame
are shown in Stepl and Step 2,
and then click on the “Log On”
button under Step 3 to proceed to
the next page.

Enterpri

| ITEnterprise | DAS

Menu Options for this Page:

o Enterprize ARA Website

#logDn + You ate here

» Farget your Password?

o Help with Lagging On

v §end ug Feedback

Log On - Follow the steps helow o click hate to use the shart form
Step 1: Select an Application to use:

Pick the application you wantto use, It may alveady be selected for you,

19
Click here to continues Next®

Application: | ~Select an Application—

oya, DAS-ITE

&A | ITEnterprise | DAS

Menu Options for this Page:

o Enterprize AR& Website

»LogOn  « You are here

» Farget your Passuord?

» Halp with Lagaing On

» Send us Feedback

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

Step 1: You selected Supreme Court Commissions,

If this is not correct, click the Back button make a different choice,

Step 2: Enter your credentials

Mow, enter the credentialz listed below,
If you don't remember your password, click the "Forget My Password" button,

User ID: l—@)
Pazsword: l—@)

Click here to
continug:

<Ba |

Mext»

Forgot Passward ]

on (Enter Cre

e ARA | ITEnterprise | DAS

Menu Options for this Page:

» Enterprise A&A Website

#LogOn « You are here

» Fargat your Password?

» Help with Logaing ©n

» Send us Feedback

Lag On - Follaw the steps helow or click here to use the short form

Step 1: You selected Supreme Court Cornmissions,

If this is not correct, click the Back button make a different choice,

Step 2: You entered PlVieck

If this is not correct, click the Back button make a different choice,

Step 3: Submit your information,

< Back click here to log an: LogOn >

after you haue entered your information, click the "Log On" button to continue. Vour user name and passwerd ill be checked.
If it's successful, you'll go the the wabsite you selected,
If there's a problem, you'll see 2 message about what's wrang,




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

@ Enterpri:

A% | ITEnterprise | DAS

benu Options for this Page:
»MainEntry 4 You are here Account Management for Supreme Court Cammissions

» Chanige your Passvord Select an action item

Account TD: Phiieck

Change the passuord for this account: Change Password
Edit your oun baseline: Idenity Baseline

» Send uz Feadback

Connected a5 PWiedk to DamipoProyider Click fers o logoot

WA Main Entry screen,

Menu Options for this Page:

+ Enmerprize A2A Wabsite Account Tdentity Bazeline Setup

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 questions.

Supreme Court Com

T —— s - Baseline Setup For PWicck

are here

o Sand Lz Feadback

When you have finished selecting your U e —— 5
baseline questions and confirming your Aot

answers, click the “Save Identity IN""M -
Baseline” button to return to the A&A o [

menu page. You may want to record the e —
guestions and answers you entered on ST [

this page for future use.

Connacrad +2 PWiath ) DosmcPruioer Clizk hve oo fegu

After you have entered your baseline
guestions and answers, you will be
returned to this page, which will ok ol

confirm that your identity baseline o

information has been saved.

o Ewre #tonaekes W37 [dentity Baseline data saved.

» Change wour Zazsn o Account Mana gement for Supreme Court Commissions
» %372 s Feadback Selact am actian item
HAcrquntI0: Fieck

C-z-ge the pszz sord - this aczz -3 Change Pesgeord
Edit pour on - baseline: s=r: 7w Baseline

ol ER IR 31 118 Nt e S5 NE@ BT STRe
anan2o



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.

When you log out of the A&A function, ML I e [

you will be shown this page. You Will then e opsins g

need to manually direct your Internet e Wk
browser back to the Professional
Regulation Online Site it (J/ You have logged out of the Enterprise Authentication and Authorization System. Ta log on click hers
(http://www.iacourtcommisions.org ) and
log in to the site again using your
username and password, at which point
you will see the main menu for sponsors.

Navigating the Menu Page =
i1 4 JUDICIAL 'BRANCH

Legeut

After you have entered your user name

and password the clicked the “Login” Bl | e e

button, your personal menu page entitled o i b I e e sk
“My Account Page for Sponsor” will e
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 you previously have submitted
and which are still pending approval.

Classes Pending Approval

Progrem Weme  Stwitwie  End Owie Cily  Credil Minuies Requested Litucs Minutes Requested Ciann Type Cancel Clone

Hio Ciassas Pending Approval

This mera piage lisks (e aendces availabie 1o spansoes of conbrmiing legal educatian (GLE}
EvENEs from Ihe Cammissian on Conbruing Legal Efucation. TRE prmary pumoss of this
paga 15 0 30w 3H0NSOS f0 MR fhair contact Irformation, suome CLE everts for
approval, and monfor e s1atus of events submied for approval, For e convenience of
spansors, ihis merw page also ofers Immediate access t the list of the sponsar's events st
pending approval by the Commizsion

Maintain Your Sponsor Information
JUDICIAL "BRANCH
You should review and update your
sponsor information the first time you
access the Professional Regulation
Online Access site, 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.

Step 1 - Maintain Sponsor infarmation
NOTE Raqueesd faldy ses wanisiad by 5= astarink ()

*Spanves Name: [T IUOTAL DT
Spariar Acienym:

Busimess Address 3o
(nmlr [Ceaed Seaes =l

o =
e — T |
“Burslnass Phona Hambes: En

gt ation Code: COCO05s [ Creamtawiose |

R RO e ] lesteame | eell sddress ] phone umber feat ]

[Feul ] [ec | [phesecki@maihel cor [ETE-TEEE000

[Cortem

The page depicted at the right 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.

his peacass alio wsarII SRS 6 updatis tha Sress, Tiphend, corfiet piriont ind ihar illeanl iloriualion 43 ¥ ippirs o6 The sefonds ke
“n mistice s Ca Legal Edue This il Sy £15F o the Comerstaon’s admaniitistivg 864 [ masean coatsct with

e s pérton ofth S Sdamnuion S 1 A e 1 I i thiw utd in Eenlactig spomsons 10 e rbgistir Jor o, o ey 4pantar st
et o1 Nakts one cortact oo wil 6 adbess e The COmMIS S # ke 1n semced # mad noT6E sbon o acCraton. appemmalt



http://www.iacourtcommisions.org/

If your changes are accepted, you -»*

will be shown a page like the one to EJ!! JUDICIAL "BRANCH

the right, marked “Step 2,” for your

review. If you are satisfied with the

aCCuraCy Of the informatlon ShOWn Pleage review the following information. If some of the data is incorrect, please click on the 'Back buthon 1o go the previous page and comect the!
3 . ! L. Home data. If all of the following information is correct, please click on the 'Submit’ button

on this page, click “Submit” to finish Kk

Logout
Change Password

rStep 2 - Maintain Sponsor Information

. . Search CLE Sponsors Sponsor Name: OWA JUDICIAL BRANCH
this process. If you are not satisfied [E=EEE= Sponsa Actony:
. . . . Search Disabiity and Business Address 1: Judicial Branch Building
Wlth the |nf0rmat|on on thlS page, Discipline Orders Business Address2: 1111 E. Court Avenue
H “ ” ontact Us Business Address 3:
you may click the “Back” button to et Couy: UnedStes
return to Step 1. —— ol L VRS

Zip/Postal Code: 50319
Business Phone Number: 515-242-0190
Registration Code: COCOG5Le

(ORTOONI i rame [ name] —emll address— hone numberex|

Jerry Beaty  jermy.beatty@b.state ja.us 2-0190
Paul Wieck  phwieck@mailshell.com  815-725-8029

When you click “Submit” to
complete the process, you will
shown this menu, confirming
completion of the process. You |Eaia

Home.

may click on the button entitled S [ oeTew A |

Search CLE Sponsors

“Go To My Account® to return to

Search Disability and

JUDICIAL "BRANCH

Step 3 - Maintain Sponsor

Yaur information has been saved.

the My Account Page for =
Sponsors. R

Spongor

Submit a CLE Program (for Approval)

3 Submil Program Step 1 - Microsoll Internel Explorer

This process allows a sponsor to | P Eai vy Feiomes Tods Mo - -

Back = ) - =] [2] ] ) search S Pavorites £ - 0wl - | F] B
_Mﬂﬁsle‘. s i iacoun commissions. ongicaSubmitCleSponsorProgram do

submit a program and associated
class sessions for approval by the
Commission on Continuing Legal
Education. At least one class session
must be created for each program.
The type of class session may vary.

Step 1 - Submit CLE Program

Reguired Nedds are iderened by an astensk (%)

“Program Hame: | |

“Daseription: -
For example, the program might - .
. . . ‘Envallment Fee: || ves [T no 0 ves, Fee amowt §]
have a live class session, a satellite —
'ﬂll.ldlmruls:: | Uplead | Uploadad tiles

transmission to multiple locations, a
live webcast class, or a delayed or
on-demand webcast class.

Attachment inssructions: Minimum af one | ||s|mr
which snould provide suficient detall reganding tne
FikgarEArE Serirar A SR B or
Commission at (515) 725-80

fuea of Law: [any =l
The required fields include Program ﬂ“m
Name, Description, Enrollment Fee, —) i i
Sponsor, Dates, City, State, Address. ()
Telephone Number, Credit £ E— i

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 ethics credit is requested,
especially if the general brochure or agenda does not specifically describe the ethics 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 “Area of Law” designation is not intended to
certify that any part of a program or class qualifies for credit toward qualifications to advertise in a field
of practice. The "Credit Minutes Requested" and "Ethics Minutes Requested" should be completed
with the sponsor’s calculation of the total actual instruction time and total actual legal ethics 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 accreditation
policies of the Commission is available at the Commission’s general web page:
http://www.judicial.state.ia.us/regs/conted.asp

If you are charging the attending lawyers any kind of fee other than the bare, actual cost of a meal
provided the attendees, you must mark “Yes” in the Enrollment Fee area and indicate the amount of the
fee you are charging. A $25 application fee will be payable with your application by credit card, later in
the application process.

During Step 2 of the process, you will review N w,i@ﬁ;gk&cﬂ
your submission for accuracy, and then submit it l=t=) o

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

Anachansens | Uploaded files
006091 2101296811 par

Aama of Laws dry

r\maﬁ O S =

DA/ L2006 DI 2006 WASHIOGTON LR (MI

[F5] (e ]

If you are charging lawyers a fee for attending
the program, and no exception exists under
rules of the Commission, a $25 application fee
will be payable with your application. The credit

Step 3 - Subsat CLE Program

. “Comdit Cand Type: [Viea 5] ‘.rl.-u.m.: | |
card payment screen will appear as shown to e e e ——
the right. Once you have completed the o —

information requested on this screen, click
“Submit” to make the payment and submit the
program for review.

By Code:
(B EhEhang Delow ytu Sgree tn chirge the above creat caed for tre smount of $24.00)

[Be] [Ebr |

Once you have submitted the program, you will
be shown a confirmation screen. A sample
confirmation screen is shown to the right. 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.

Step 4 - Submit CLE Progras

our Contung Legal EQucaion Program has ben
et

HCE CHESS THMNG AMEAD T0 AVORD ETHICAL DLENMAS
Proviaes el ok and stratogses To help tre practicing attomey aveid kgl ethics protkems

Amachments: Im nnﬂ
12101246811 par

Brea ol Law: Aty

] mmnglmnuum

12006 DS/ /006 WASHNGTON D3 o LTSS gy g Zmows
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http://www.judicial.state.ia.us/regs/conted.asp

Review Submitted CLE Programs

3 Review Submitted Program - Microsoft intermet Explorer

This process allows a sponsor to view the  F5 e e reoues o 1
programs and classes submitted by the oA S LI
sponsor for approval by the commission. = " _
All of the programs and classes submitted pest JUDICIAL "BRANCH
by the sponsor during approximately the
past two years will be listed, in

Continuing Legal Edwcation Events Basic Search
NOITE. Yiou must provide 3 value for e ksyword fiekd Delow to search Program Name and Frogram Description

Weywand Spanche [
descending chronological order. The )
current approval 'status--_Pendlng, ‘“MM —
Approved or Denied—will be shown for ey Of o sy snsehments;— [5]

Classes: -

Agprowsti Cresd  Finicw  Credd  fuhen

Mircan

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 ? o e =
program and previously uploaded by the % 5 =
sponsor will be shown and will be

available for download.

Program Descrlptis
Area Of Law: Ay Artachments: 53

Review Your Payment History

To start this process, click on “Review
Payment History” on the main menu. If
you review this after you have Logaut
submitted an application and paid the e |
associated fee, the fee payment you et o Al e

made should show up under the history. [t e

Search Disability and

JUDICIAL "BRANCH

Review Payment History

Discipline Orders

This process allows a CLE sponsar to see a history of past fee payments made to the Commissian an Continuing Legal Education

1 1 Contact L
TO retu m tO the main menu y CI|Ck the £ > The fee payment histary refiected on this screen includes payments made using the on-iing payment mechanism on the Comrmission's
“ . web site. Payments made to the commission by other means, such as check or cash payment at the office of the cammissions will nat
Go To My Account” button.

be displayed

My Account CLE
Sponsor
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Clone or Cancel an Existing Program

The menu item entitled “Clone or Cancel an
Existing Program” causes a page display like
the one to the right, showing programs
previously submitted, in descending
chronological order. You may narrow the
displayed array of programs using the
keyword search function.

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.
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