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Submission of an Application for a CLE Waiver or Extension 

 
Topic: Submission of an 
application for a waiver for 
CLE. 
 
 
Summary:   This is a step-
by-step guide for 
submitting a waiver or 
extension application.   
 
 
This Guide is for: external 
attorney registration 
users.  
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Login Instructions 
 
Use the attorney 
registration portal to login.  
 
 
 
Select Attorney 
Registration and Payment.  
 
Select Continuing Legal 
Education to begin. 
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Applying for a Waiver or 
Extension  
 
 
From the dropdown, select 
“CLE Application Waiver” 
or “CLE Application 
Extension” and click 
‘Submit’. 
 
 
 
 
 
 
 
A screen displays with 
instructions that are 
tailored to the application 
type. 
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The ‘Additional 
Information’ section 
contains basic waiver 
information including 
payment details and the 
contact information for 
the Board on Continuing 
Legal Education. 
 
 
‘Filer Information’ 
contains your name, Bar 
ID and other details 
including the billing email 
address where all emails 
concerning the waiver 
application will be sent. 
 
*If the billing email is 
incorrect, update it via 
attorney registration in the 
Contact Information 
section (you can click on 
the Confirm or Update 
Contact Information tile to 
do this). 
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 To begin: 
 
1) Enter the relevant 

compliance period; 
 

2) Respond Yes or No; 
 

 
3) Pick the appropriate 

reason from the 
dropdown. 
 

Instructions display based 
on the reason selected.  
 
If ‘Other’ is chosen, a 
mandatory text box 
displays. 
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Uploading a Document 
 
After a reason has been 
selected, the 

link 
displays. 

 
• Select the file or files to 

be uploaded; 
• Pick the document type 

from the dropdown; 
and 

• Enter the document 
description 

 
To remove a document, 
click the trashcan icon. 
 
To complete upload, click 
‘Attach’. 
 
Multiple documents can 
be uploaded at the same 
time. 
 
Document types 
accepted: 
Word; PDF, PNG & JPEG. 
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After upload, the 
document in the ‘File 
name’ column is a 
hyperlink so the document 
can be reviewed before 
submission. 
 
To delete, click the 
trashcan icon. 
 
 
When all documents have 
been uploaded: 
 
• Click the checkbox; 
• Enter initials; and 
• Select ‘Next’ 
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Payment 
 
Payment may be made by 
credit card or JACS only.  
 
The fee for a waiver or 
extension is $25. 
 
Credit Card Payments: 
 
A non-refundable 3% 
service fee is charged for 
all credit card 
transactions. 
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Complete all fields and 
click  
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Payment confirmation: 
 
The confirmation will 
display: 
 
• Payment type 
• Amount paid 
• Confirmation number 
• Unique transaction ID 

specific to the 
application just 
submitted 

 
To receive a receipt, click 
’Print’. 
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JACS Payments: 
 
• Select JACS from the 

Payment Type 
dropdown; 

• Enter the JACS account; 
and 

• Click ‘Submit’ 
 
 
 
 
Payment confirmation 
displays: 
 
• Payment type 
• Amount paid 
• Confirmation number 
• Unique transaction ID 

specific to the 
application just 
submitted 

 
To receive a receipt, click 
’Print’.  
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My Submissions Tile 
 
 
To: 1) check the status of 
an application; 2) 
complete a pending 
application; or 3) update 
an incomplete 
application, open this tile. 
 
All active submissions as 
well as prior completed or 
withdrawn submissions 
are located here. 
 
 

My Active Submissions 
 
An active or pending 
application will be located 
here. 
 
An application in ‘Pending-
StaffReview’ status can be 
opened or withdrawn but 
not updated or changed.  
 
 
 
 

 
 

 
 
 
 
 
 

 
 
Columns: 
 
Transaction ID – unique identifier for an application 
Filed date – the date you submitted the application  
Application type – waiver or extension 
Status – where the application is in the review process 
Attention – will be populated only if the application is incomplete 
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Clicking ‘Open’ displays the 
submitted application. 
 
To withdraw an 
application: 
 

• Click the ‘Withdraw’ 
button inside the 
application; or 

• Use the ellipse and 
click ‘Withdraw’ 

 
 
Once an application has 
been withdrawn, it cannot 
be retrieved.  
 
To submit a new 
application, the application 
process must be re-
started.  
 
Only one (1) application 
may be submitted at a 
time. No additional 
applications can be 
submitted while another is 
pending.  
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Incomplete Applications 
 
If the CLE staff determine 
that an application is 
incomplete, it will be 
returned to you. 
 
The ‘My Submissions’ tile 
will indicate that an 
incomplete application is 
pending. 
 
 
 
Note: an email will be sent 
to the billing email 
address regarding the 
incomplete application.  
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To address an incomplete 
application, click ‘Open’.  
 
The application will 
contain a section with the 
additional information 
requested. 
 

The  link 
will be enabled to permit 
upload of additional 
information. 
 
The application cannot be 
re-submitted until an 
upload is made. 
 
When uploading is 
complete, click ‘Submit’ to 
return the application to 
the CLE staff. 
 
Applications can be 
withdrawn at this stage if 
appropriate.  
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Upon re-submission, a 
confirmation message 
displays. 
 
The application will be in 
‘Pending-StaffReview’ once 
again. 
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Draft Applications  
 
If an application is exited 
before the payment 
screens, the application 
will be saved in ‘New’ 
status in ‘My active 
submissions’.  
 
The application can be 
opened and completed or 
withdrawn. 
 
If the application is exited 
on a payment screen, the 
application will be saved in 
‘Pending-Payment’ status. 
 
The application can be 
opened and completed or 
withdrawn.  
 
 
 
 
 
 
 
 
 

 

 
 
 
New status: 

 
 
Pending-Payment status: 
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Completed Reviews 
 
When the CLE staff has 
completed review and 
either accepted or 
declined the application, 
an email will be sent the 
billing email address. 
 
 
 
 
The email may contain an 
attachment with the 
disposition of the request. 
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The resolved application 
will display in the ‘My 
Submissions’ tile under 
‘My previous submissions’. 
 
Note: withdrawn 
applications also display in 
‘My previous submissions’ 
with a status of “Resolved-
Withdrawn”. 
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