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Attorney- Reporting a  CLE Course
This guide provides a step-by-step process for attorneys to submit a missing 
Continuing Legal Education (CLE) course, ensuring compliance with professional 
requirements. It simplifies the potentially confusing online submission process, from 
logging in to uploading necessary documentation. By following this guide, attorneys 
can efficiently manage their CLE records and avoid penalties for incomplete education 
requirements. Overall, it serves as a valuable resource for maintaining professional 
standing.

1 Log in to user account by selecting SIGN IN in the upper right of the screen. Or
selecting the Education> CLE dropdown to take you to the login in screen.
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2 Click "Login" below the CLE tab.

3 Enter credentials and password. Click [Login]
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4 Account verification will appear. Click "Send Passcode to this Email:" and find the
appropriate email address, then click Next

5 A MEC Attorney Login Verification will be sent to the email selected.

Copy this information by highlighting and right click> select copy
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6 Go to the verification screen. Make sure the cursor is in the box, right click on the
cursor and Click "Paste". Then select [Next]

7 Once logged in Select Education > CLE or select CLE to the right of Username and
Bar Roll number.
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8 Select the CLE year from the drop down.

9 Click "View Annual Report Statement"
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10 Click "Verify/Update Report Statement"

11 Click "Report Course"
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12 Click "Course"

13 Select choice from the drop down list or manually add the course name if not
found.
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14 Select and add the date of the course.

15 Name the Document to be uploaded, then select the file.
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16 Search for your file, highlight and click open.

17 Click "Document Description and name the document submitted. If addition
documents are needed. Select Add Associated Documents for more.
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18 Click "I confirm that the information entered is correct to the best of my
knowledge"

19 Click "Add Missing Course to get back to the Course screen.
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20 The course will then show as pending until approved by CLE administrative team.


