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Submission of an Application for Reinstatement or Payment of Non-

Compliance Fees 
 
Topic: Submission of an 
application for 
reinstatement or a non-
compliance fee post grace 
period. 
 
 
Summary:   This is a 
step-by-step guide for 
submitting a request for 
reinstatement or paying 
non-compliance fees post 
grace period.   
 
 
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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Non-Compliance and 
Reinstatement Requests  
 
 
From the dropdown, select 
“Non-
Compliance/Reinstatemen
t” and  . 
 
 
 
 
 
 
 
A screen displays with 
instructions that are 
tailored to the application 
type. 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
Non-Compliance is for attorneys reporting compliance after the expiration of the grace period but 
before they have become ineligible. 
 
Reinstatement is for attorneys who are administratively ineligible to practice law.  
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The ‘Additional 
Information’ section 
contains basic information 
about CLE compliance 
based on whether you are 
non-compliant or 
administratively ineligible 
to practice. 
 
 
‘Filer Information’ 
contains Bar ID and other 
details including the 
billing email address 
where all emails 
concerning the 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 click 

 
 
Complete all appropriate 
fields for each course: 
 
1) Course date; 
2) Course name; 
3) Format; 
4) Total credits;  
5) Ethics, DIEB or New 

Admit credits, if 
applicable; and  

6) Yes or No. 
 

The system will display 
the total credits entered. 

 
When all courses are 
entered, select 

. 
 
 
You may save your 
progress by selecting 

. 
 
 

CLE Reinstatement for attorneys administratively ineligible to practice: 

 
 
CLE Non-Compliance for attorneys non-compliant after the grace period: 
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Uploading a Document 
 
1) Review the credits in 

the ‘Credit 
Information’ section. 

2) Click  
3) Complete the 

certification. 
 
Upon clicking 

: 
 
• Select the file or files 

to be uploaded; 
• Pick the document type 

from the dropdown; 
and 

• Enter the document 
description. 

• Click  
 
Document types 
accepted: Word, PDF, 
PNG and 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. 
 
 
To proceed, click 

 
 
 
You may save your 
progress by selecting 

. 
 
 
Note: If you need to 
report compliance but 
there is no non-
compliance fee due, you 
will not receive a payment 
screen. The system will 
display a confirmation 
after the courses are 
entered.  
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Payment 
 
Payment may be made by 
credit card or JACS only.  
 
The fee for reinstatement 
is $100. 
 
If non-compliance fees are 
due, the system will 
automatically calculate the 
balance due. 
 
 
 
 
 
 
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 

. 
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JACS Payments: 
 
• Select JACS from the 

Payment Type 
dropdown; 

• Enter the JACS 
account; and 

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

specific to the 
application just 
submitted 

• Account number 
 
To receive a receipt, click 

.  
 
 
 
 
 
 

 

 
 
 

 
 
 

 
 
 
 
 
 



                         Page 12 of 16  Last Modified: Tuesday, December 03, 2024 
 

  
Submission of an Application for Reinstatement or Payment of Non-

Compliance Fees 
 
My Submissions Tile 
 
 
To: 1) check the status of 
an application; or 2) 
complete a pending 
application, open this tile. 
 
All active submissions as 
well as prior completed or 
withdrawn submissions 
are located here. 
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My Active Submissions 
 
An active or pending 
application will be located 
here. 
 
Clicking  
displays the submitted 
application. 
 
To withdraw an 
application: 
 
• Click the ; and  

• Select  
 
Once an application has 
been withdrawn, it cannot 
be retrieved.  
 
 
Only one (1) application 
may be submitted at a 
time. No additional 
applications can be 
submitted while another is 
pending.  
 
 

 

 
 

 
 
 

 
 
 

Note: Applications cannot be updated or changed once submitted. 
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Deficient Applications 
 
If the CLE staff determine 
that an application is 
deficient, the status will be 
reflected in the ‘Status’ 
column. 
 
CLE staff will reach out to 
you outside the system to 
cure the deficiency. 
 
 
 
 
Applications can be 
withdrawn at this stage if 
appropriate.  
 
The CLE staff will either 
accept or reject the 
application once the 
deficiency is addressed.  
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Draft/Pending 
Applications  
 
Applications saved as 
draft or exited before the 
payment screen display in 
‘My active submissions’ 
in ‘New’ status. 
 
 
If the application is exited 
on a payment screen, the 
application will be saved 
in ‘Pending-Payment’ 
status. 
 
The applications can be 
opened and completed or 
withdrawn.  
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Completed Applications 
 
Completed applications 
display in ‘My previous 
submissions’.  
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