Oregon Bi&ie] Bar Company Administrator Program Manual

This manual will demonstrate each task a Company Administrator (Admin) may perform on behalf of
their company. If you have any questions, contact the Oregon State Bar by email.

Throughout these instructions, we will refer to “individuals” associated to the company, which includes
both OSB Members and non-members (support staff, human resources, bookkeepers, etc.). The
information contained herein applies to all individuals, with specific references made to information
that applies only to OSB Members.
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1. Logging into Company Administrator Dashboard

Differentiating between your Oregong&les] Bar
personal Dashboard and
your Admln DaShboard "L LL L ™ . Signed In: Angel McCracken | Sign Out

When you first log in, you
will be on your personal Welcome to|your|OSB Dashboard

Dashboard, with options

related to your OSB Member Product Catalog
or non-mem be r p rOfi I e. My Content — Download your purchased content

My Events — View your list of registered seminars and events

Opening Admin Dashboard Order History — View your history of purchases
To work on Admin tasks for

. .. . Ac it
individuals associated to

you r com pa ny Cl |Ck on the ||n k ﬁ Company Administrator Dashboard — lManage your company,
) .

Edit Your Profile

Company Admin Dashboard —
Manage your company.

Change Your Passsword

Make Payment — Pay fees and invoices

sign Out

Changes to Admin information
Any changes made to your personal information on the ‘Edit Your Profile’ link will remove

your Admin access. To add or replace an Admin, or to change your name or contact information,
send an email.

Admin Dashboard overview
When you are logged in to the Admin Dashboard, you will see current Admin information and tabs:

Signed In: Angel McCracken Company Administrator (Oregon State Bar) | Sign Out

& Print this Page

Company Administrator Dashboard Home Dashboard

CLE Registration Welcome to the Company Administrator Dashboard

T RIS The links to the left can be used to review and modify your company contact information, pay
. outstanding invoices and membership fees, join sections, report IOLTA banking information, submit
Company Information payment for PLF assessments, submit Pro Bono Reporting for members, perform MCLE Sponsor
attendance reporting, find CLE events for members, and update OSB members” MCLE transcripts. Please
IOLTA Reporting note, each member will need to log in to certify and submit their own MCLE report.
MCLE Dashboard If this is your first time accessing the Company Administrator page, begin by reviewing the list of
individuals associated with your company by selecting the Company Directory tab. You are able to remove
Order History individuals no longer associated with your company. To add individuals, please have them log in to
associate themselves to your company, or send an email to companyadmin@osbar.org with the
Pay Invoices individual's name and any specific information (i.e., telephone number and email address).

If you have questions, you may refer to the Company Administrator FAQ and the Company Administrator
Manual. For additional information or feedback about the Company Administrator dashboard, contact
Angel McCracken at companyadmin@osbar.org or 503-431-6362.

PLF Assessment
Pro Bono Reporting

Section Memberships
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2. Company Directory tab

On this tab, you may review the individuals currently associated to your current company location.

Access to different office locations To work on tasks for individuals located in other office locations,
send an email with the address you would like to work on next.

Sorting, searching and viewing You may sort the list by clicking on any green ribbon field, or search
the fields by typing information into any empty box beneath the green ribbon. You may view up to
50 records per page by toggling the Records Per Page button at the bottom of the page.

Adding individuals to the company You may ask the individual to log in and associate themselves to
the company, or you may send an email with the individual’s name and any specific information (i.e.,
telephone number and email address).

Disassociating individuals from the company If an individual is no longer employed by the company,
you may disassociate them by clicking on the ‘Remove’ box to the right of their name, and then
‘Remove From Company’ at the bottom of the page. The company name and website will be removed
from their record; however, all other information will remain intact until they log in to update their
contact information.

OSB staff will attempt to contact OSB Members at any secondary email address and/or physical
address(es) on their record. Pursuant to OSB Rules of Procedure 1.11(a)-(d), it is the responsibility of
each OSB Member to promptly notify the bar in writing of any change to their contact information.

Company Directory
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3. Company Information tab

On this tab, you may edit the company contact information.

Global address changes Changes made to the company information will trickle down to all individuals
associated to the company who have the same contact information as the company. Accordingly,

the updated information will not be applied to the records of individuals who have written over the
company information with a different address (i.e., an individual is associated to the company, but
use a different home or a satellite office address on their Member Record).

Address change confirmation Each Admin and OSB Member associated to the company will receive
an automated email showing the updated company contact information. Address changes are
processed overnight and the updated information will appear on the OSB Membership Directory,
and will be provided to the PLF and court systems, the following day.

Edit Company Information

* Designates required field
* Name

Oregon State Bar

Website Main email

www.asbar org infoi@osbar.org
Phone: Country code, area code and number.

1 (| 503 |}| 620-0222
* Street Address

16037 SW Upper Boones Ferry Rd

PO Box 231935

City State

Tigard OR

+ Add Billing Address

+ Add PO Box

* Company Type

Company W

Acronym

056

Fax: Country code, area code and number.

1 (| 503 |) B534-1366
® Preferred Address
ZipCode Country
97251 United States v o
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4. Pay Invoices tab

On this tab, you may review and make payment on outstanding invoices, including OSB Member
licensing fees, Section memberships, legal publications, certificates, CLE Seminars and other products.

Reviewing invoices; Order Confirmation screen Only the first product contained in each outstanding
invoice is displayed. You may click on the green order number to open an Order Confirmation screen,
which displays all products contained in the order and the Bill-To/Ship-To information.

TIP: The 2024 Licensing Fee for Active members is $688. If you see an amount greater than $688, as
shown in Order 152408 below ($713), it may include other items, such as Section memberships.

Pay Invoices

154325 2024 Active Membership Fee $683.00 £ 0.00
1saanE ‘ RN, 2024 Active Membership Fee 9 $713.00 $ 0.00
Payment Information 4%

@ Credit Card D r*-»Eli‘
. Credit Card: "Fen" E Accepted Cands

.
* . = Card Numbes: |
* —
» * Seurity #: |
R A
Eyniration Date [ B ooz 0 113755 4p |
-Order Confirmation Make Payment
* Order Number: 132408 Customer Number: 42071
Order Type: Quoctation Shipment Method: Shipping Charge
Status: Taken Date Shipped: Mot Shipped
Payment Method: Purchase Orger Ship To:
Bill Ta:
Deescription Total
Price
2024 Active Membership Fee Individual Subs Start 1/1/2024 Copies: 1 1 S688.00 $588.00
Business Law Section Individual Subs Start 1172024 Copiss: 1 1 82500 £25.00

0SB Member licensing fee order is not displayed If an OSB Member joins the company after the
licensing fees are assessed, that invoice will not automatically appear in the company’s Pay Invoices
tab. If you do not see an invoice for an OSB member associated to the company in the ‘Company
Directory,’ send an email.
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Choosing invoice(s) to pay You may choose which invoice(s) you would like to pay by clicking on each
individual Order number checkbox or click the green ribbon checkbox to select all invoices.

Payment methods and credit card address The OSB prefers Automated Clearing House (ACH), a secure
encrypted electronic funds-transfer system that transfers funds directly from the company’s checking
account. You may also use Visa or MasterCard. Click ‘Make Payment’ after entering all required
payment information. If the credit card address does not match the address on the company record,
use the Billing Address field to enter the address information associated with the credit card.

Bank transfer or credit card amount limits If making one single large payment exceeds the monetary
limits imposed by the bank for ACH transfers, or by the credit card issuer, you may select and pay
invoices whose totals are below those limits on different days throughout the compliance period.

Payment issues If the payment is unsuccessful, first confirm ACH checking account and routing
numbers, or the credit card number, expiration date and CVV security number, then try again. If the
issue persists, contact your bank or your credit card company to determine any concerns within their
system. Lastly, send an email to the OSB Accounting Department with the Order number(s) and
specific error details.

Payment summary and receipt If the payment is successfully processed, you will be shown a ‘Payment
Summary’ page with each Order number that was paid, and you can print this page as a receipt. As
you can see, this page only shows the individual’s name, Order number, Order total and balance due.
If you prefer a more detailed receipt, you may print a copy of the ‘Order Confirmation’ screen from
the Order History tab, as described below.

. = Print this Page

P P

Payment Summary

Your payment was made successfully!

Angel McCradeen 203152 5 50.00
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5. Order History tab

On this tab, you may review previously processed orders, including OSB Member licensing fees,
Section memberships, legal publications, certificates, CLE Seminars and other products.

What to do if you don’t see an Order Individuals associated to the company are able to purchase

items as ‘personal orders’ that are billed and shipped directly to them. If you believe there are orders
that were paid by the company, or need to be associated to the company, but are not included in the

Order History tab, send an email.

Order Confirmation Clicking on the green Order number will open the Order Confirmation, which
displays all products contained in the order and the Bill To/Ship To information. You may print this

screen as a receipt.

TIP: To simply see the items within an Order in this screen, you may also click on the white arrow
to the left of each order number; the drop down window will display each product in the Order.

Order History

e e e el T
l ] | 1. | | ] | | 1 I

a2a19s 1/1/2024
223428 1/1/2024

1/1/2024

Visa

Visa

Visa

1132 Active Mem Kit initial Billing

General Incividual Sub:

Start: 1/1/2024 = Copies: 1

132 Subproduct CSF Deferred

132 Subproduct LRAP Deferred

132 Subproduct Bulletin Deferred

132 Subproduct General Deferred

General

Genera

Genera

Genera

1819 Labor & Employment Law Section

1840 Solo & Small Firm Section

General  Individual Sub:

General  Individual Sub:

Start: 1/1/2024 #» Copies: 1

Start: 17172024 #» Copies: 1

$685.00 §0.00
3685.00 $0.00
§732.00 $0.00

1.0000 §688.00 3000

1.0000 $0.00 $0.00
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6. Section Memberships tab

On this tab, you may review and purchase Section memberships for associated individuals. Section
memberships are not automatically assessed with OSB member licensing fees. If an individual wants
to join or renew annual Section membership(s), click on the ‘Add/Edit’ button to the right of their
name to open the Section Memberships screen.

Section memberships already purchased for the current year will be greyed out. Sections joined last
year that have not yet been renewed this year, will be pre-checked for your convenience.

Section Memberships
Section memberships are based on a calendar year. Use the ‘'Add/Edit” button to modify section memberships for 2024

= Continue 10 payment
T T T T
[ 1 1]

Ange McCracken Non-Member AQQ/Sas

Active .'." ASd/Edt
Your Section Memberships '.."'.‘
L J

Select your section memberships for 2024 ‘

Sections you joined in 2023 are pre-checked and must be unchecked if you don't want to renew.
Any sections already purchased for 2024 are greyed out.

= Confirm and continue

Administrative Law Section $20.00 Environmental & Natural Resources Law Section $25.00
Agricultural Law Section $17.00 Estate Planning & Admin Law Section §25.00
Alternative Dispute Resolution Section $25.00 Family Law Section $30.00
Animal Law Section $15.00 Government Law Section §25.00
Antitrust Trade Regulation Section $25.00 Health Law Section $20.00
Appellate Practice Law Section $20.00 Indian Law Section §20.00
Business Law Section $35.00 Intellectual Property Law Section $25.00
Business Litigation Section $20.00 International Law Section §25.00
Cannabis and Psychedelics Law Section $20.00 Juvenile Law Section $30.00
Civil Rights Section $27.00 Labor & Employment Law Section $25.00
Constitutional Law Section $20.00 Litigation Law Section $30.00
Construction Law Section $20.00 Military & Veterans Law Section $25.00
Consumer Law Section $20.00 Nonprofit Organizations Law Section §25.00
Corporate Counsel Section $20.00 Real Estate & Land Use Section $30.00
Debtor-Creditor Law Section $35.00 Solo & Small Firm Section $19.00
Disability Law Section $20.00 Sustainable Future Section $20.00
Diversity Law Section $25.00 Taxation Regulation Section $30.00

) Elder Law Section $25.00 Technology Law Section $24.00
Energy. Telecom & Utility Law Section $27.00 Workers' Compensation Law Section §25.00
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Avoiding duplicate Section membership purchases As shown below, if Section memberships were
selected but not yet purchased, they will appear in three areas shown below:

(1) on the Section Memberships page as ‘<#> pending items’
(2) on the Pay Invoices tab
(3) on the Order History tab, as a Purchase Order with a balance due.

Unpaid Section membership invoices will be deleted if not paid within a reasonable time period.

Section Memberships o

Section memberships are based on a calendar year. Use the ‘Add/Edit’ button to modify section memberships for 2023.

= Continue to payment

N T T T T
| | [ ]

Angel McCractken MNor-Member Add/Edit

Active 2 pending items Add/Edit

Pay Invoices

= nr = 1 =T "= "= [|==
| || | | | | [ ]

154367 12/8/2022 Administrative Law Section $40.00 §0.00

Order History

N ) I I ) T
| | | | | | | | || | |

u 154367 12/8/2022 Purchase Onder 40000 $40.00

Complementary Section memberships Some Sections offer complimentary membership to New
Members admitted on or after Oct. 1 of the previous year (form), and 50+ Year Members (form).

You may purchase all Sections for the above-referenced members through the Admin dashboard;
however, complimentary sections must be processed with another item requiring payment, such as
a licensing fee order, as the cart will not process a SO payment. Requests for only complimentary
sections may be sent by email using the linked forms.

Some Sections also offer complementary membership to Judges (form) and Judge’s staff (form). To
order complimentary sections for these members, complete and return the form(s) by email.
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7. Interest On Lawyers Trust Account (IOLTA) Reporting tab

All Active OSB Members must submit an annual IOLTA report (including those who do not hold client
funds, or those who reside out-of-state) during the compliance reporting period (Dec 1 - Jan 31).
Reports can also be submitted mid-year to update bank account information, or when new members
join the company. If you do not see an associated OSB Member on this page, they may not be in
Active status. You can find Membership Type on the Company Directory or Membership Directory.

Submitting multiple reports There are three available options for IOLTA reporting, as shown below.
While it is likely you will choose one reporting option for all OSB Members in your company, you may
‘Remove’ any OSB Member(s) from each reporting scenario if it does not apply to them, submit the
report, then go back and submit a different report for the other OSB Members.

Submission confirmation You will see the date the last report was received, and the person who
submitted the report. When the report is submitted, you will receive an on-screen confirmation.

Company |IOLTA Report

2024 reports must be submitted between Dec 1, 2023 and Jan 31, 2024

Reporting for: Oregon State Bar

1. ® We maintain the following lawyer trust accounts in Oregon for the purpose of holding client funds or the funds of third persons, under
RPC 1.15.1 and RPC 1.15.2

Name of Financial Institution Bank Routing Number Oregon IOLTA Trust Account Number
Save
2. © Ouwr office is in another jurisdiction. We maintain lawyer trust accounts for the purpose of holding client funds or the funds of third persons, but

those accounts are not located in Oregon

3. U We do not hold client funds or the funds of third persons, and we do not maintain any lawyer trust accounts

Below is a list of members associated with your firm.
Please remove any members who are not associated with the trust account you are reporting.

Bar Number  Name Last Report Received Submitted By
C P 12/09/2022 C P Remove
01/0572023 Remove

Members can also |IOLTA Re port

see the date the last
report was received 2024 reports must be submitted between Dec 1, 2023 and Jan 31, 2024
Reporting for: Ms. C P

and who submitted
Bar Mumber:

the report on their Last Report Recsived: 12/09/2022
Dashboard IOLTA Submitied By: C p

Reporting page.

Questions regarding IOLTA may be directed to the IOLTA Department by email.
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8. Professional Liability Fund (PLF) Assessment tab

This tab will redirect to the PLF Quick Pay page, where you may look up an OSB Member by Bar
number to view the PLF Assessment payment options and submit payment.

21 Lookup Member

Year Type Amount

2023 FULL.PAY

2023 INST.PAY

Adding Members and Making Payment You may search for and include additional members, then use
the ‘Pay Cart Total’ button to submit payment by ACH. Be sure to verify your bank’s routing transit
number and bank account number. If either number is incorrect, the payment will be returned by the
bank.

The PLF will acknowledge payment by email directly to each OSB Member whose Assessment is
successfully processed.

Current Cart «Pav Cart Total: $

Member Year Type Amount
remove (21 ) 2023 FULL.PAY
remove (21 ) 2023 FULL.PAY

Questions regarding Assessments may be directed to the Professional Liability Fund at (503) 639-6911.
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9. Pro Bono Reporting tab

On this tab, you may submit Pro Bono Reporting on behalf of your associated OSB Members. To open
a specific OSB Member’s Pro Bono report, click on the ‘Manage Pro Bono Report’ button to the left of
the OSB Member’s name. Refer to the Pro Bono Reporting Home FAQ page for more information.

Pro Bono Reporting

INSTRUCTIONS: Locate member you wish to manage pro bono reporting for and click corresponding "Manage Pro Bono Report” button

Name Bar Number

Manage Pro Bono Report

IManage Pro Bono Report

On the Reporting page, complete General Information regarding the specific OSB Member. The Total
Pro Bono Hours box will update as you complete the subsequent Categories (A-D). When the report is

completed, click on the green ‘Submit Pro Bono Hours for’ button.

Pro Bono Reporting

INSTRUCTIONS: Enter the number of pro bono hours provided in 2022 for pro bono categories A through C. Use whole numbers
and do not double count a pro bono activity in more than one category. It is fine to estimate. Check the box in category D it made a
financial contribution. For more infomation on how to report pro bono hours, visit the OSB Pro Bono website . Once you are finished, click the

“SUBMIT” button.
General Information

Name
In which Oregon counties did provide pro bono direct legal services in 20227
What are the primary ways did pro bono clients come to ?

Reduced Fee

Did provide any direct legal representation for a substantially reduced fee?

Total Pro Bono Hours

CATEGORY A:

Direct Legal Representation (this category counts for the Pro Bono Challenge)

Firm/Company Certified Program Area of Law

CATEGORY B:
Volunteer Law Improvement Activities (non-representation)
Total Category B Hours

]
CATEGORY C:

Community Service
Total Category C Hours

]
CATEGORY D:

Financial Contribution

Submit Pro Bono Hours for —

Bar Number

Add Entry

Questions regarding Pro Bono may directed to the Pro Bono Reporting Department by email.

Oregon State Bar — Company Administrator Program (11/2023)

Page 13


https://www.osbar.org/probono/index.html
mailto:probono@osbar.org?subject=Company%20Administrator%20Pro%20Bono%20Reporting

10. Product Catalog ribbon

The OSB Product Catalog may be accessed by the green ribbon at the top of the page. You may
narrow the product selection by clicking on a specific category within the Product Catalog drop down,
or within the Categories or Areas of Interest boxes on the left-hand side of Product Catalog page.

OSB Home  Member Direclory  Account ~

CLE Seminars Legal Publications Certificates Admissions
CLE Events and Products Online Bookstore Good Standing Pay Application Fees
CLE Seminars Home Legal Pubs Home Status History Admissions Home
General Info/FAQ BarBooks™ Info Disciplinary History

MCLE Comity

Product Catalog

“Because of Sex": The State of LGBT Protections Under
Federal Anti-Discrimination Laws (MP3 download)
Session excerpted from The State of the Union: Masierpiece
Cakeshop and Other LGBT Law Developments, presented on

Categories

+ Legal Publications

+  CLE September 13, 2018
Admissions
Certificates “I Have a Feeling": Coping with COVID-19 Changes and

Unexpected Losses (On Demand)
Learn how to “ride the emotional roller coaster” of these uncertain
times

+ Diversity & Inclusion

House of Delegates

+ Public Information

Categories include:

= Legal Publications - Printed books and e-book download products.

= CLE Seminars - See Section 10 below regarding registering OSB Members for CLE seminars.

= Certificates - Good Standing, Comity, Supreme Court, Disciplinary and Status History
You may purchase Certificates on behalf of OSB Members by entering the quantity
and the OSB Member’s Bar number, then add to the Cart and make payment.

Shipping products to other addresses or individuals You may have physical products shipped to
yourself at your existing address, or at another address using the ‘Change Address’ button. You may
also choose to have physical products shipped directly to an individual associated to the company at
their address or a different address, using the ‘Change Ship To’ button.
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Check Out: Step 1 of 2

Default shipping address and other settings are shown below. Use the buttons to make any changes. When you are done. click the Next Step button.

SELECT TYPE OF ORDER
@ Corporate Order () Personal Order
orsrsommy
Shipping Ta: Angel McCracken/Oregon State Bar Sub-Total: $20.00
PO Box 231935 Shipping & Handling: $0.00

Tigard OR 97281-1935
United States

Totak: 520.00
Change Address Change ShipTa

11. CLE Registration tab

Tax $0.00

Admins may register associated OSB Members for in-person and virtual CLE seminar events. After
finding events on the Product Catalog, Admins may use the ‘Add Registrants’ box to register OSB
Members by entering their Bar number, email address or name, and then clicking Register. The View
Cart page will show the names of OSB Members who will be registered for the event(s).

When payment is made, each OSB Member will receive an email confirmation with details regarding
the in-person or virtual seminar. OSB Members must be registered using their Bar number to receive
CLE credit for the seminar.

Note: please make sure to click “Register” then click on “View Cart” at the top right of your screen, then click “Checkout” in order to make sure your
registration is complete. If you do not receive an automated email confirmation and receipt then you did not register correctly, contact the CLE service center
for assistance

($200.00) t
Do Lawyers Dream of Electric Sheep: A Legal Perspective | REGISTRATION '
on Understanding and Working with Generative Al—OSB
CLE In-Person Event Register For Event
Date: Wednesday, November 15, 2023 to Wednesday. November 15, 2023 ) Sosbar.org @

Total Price: $210,00

8:85 a.m.-4:15 p.m., Wednesday, November 15, 2023 Add Registrants
In-Person Seminar at the Oregon State Bar Center, 16037 SW Upper Boones Ferry Rd, Tigard

Hyouc ot locate an 0S8 Mer 153G
5 General CLE credits and 1 Ethics credit {you cannot focate an OS8 Member using

the email address on their member record,
e ” . T -~ " - e
Cosponsored by the Technology Law Section, please contact the CLE Service Center at

(503) 431-64213

2% e @rROT COUDOT e TECH2ILS when checking ? 15 CocPive mplimertary regstrat

regon judges and ther lawyer stalf, S0-year

etvice Center at (5 $91.5433 or b — $52.-8260, ext, 413, to registe $ @osbar.org

The recent advances in generative Al are already having ssgnificant impacts on many areas of the law and the
very practice of law. This seminar will heip parse realty from hype, explore cur professional obhgations, and S C
better understand how these tools work, Thas seminar 18 dessgned for both the technically advenced and adverse,

Dietary Restrictions or Accessibility Accommodations: Please ca’ (S03) 4316326 o to/l-free at (800) 452- Register

95260, ext, 326, ot least 72 hours before the date of the senunar, | el
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View Cart

Do Lawyers Dream of
Electric Sheep: A Legal
Perspective on
O Understanding and Registration for C P $200.00 1 $200.00 Details...
Working with Generative
Al—OSE CLE In-Person
Event

Do Lawyers Dream of
Electric Sheep: A Legal
Perspective on
O Understanding and Registration for S C $200.00 1 $200.00 Details...
Working with Generative
Al—OSE CLE In-Person
Event

To place an order for downloadable products View the Product Catalog here before contacting the
OSB CLE Service Center either by email with the product information and a list of associated OSB
Members with their Bar numbers, or by phone at (503) 431-6413 or toll-free at (800) 452-8260 ext.
413. You will receive an email with the order details, and the order may be found on the ‘Pay Invoices’
tab to make payment. When payment is made, each OSB Member will receive an order confirmation
and details on how to access the downloadable products on their Dashboard in the My Content area.

Questions regarding OSB products may be directed to the CLE Service Center at (503) 431-6413.

12. MCLE Dashboard tab — Reporting Credits on Members’ MCLE Transcripts

On this tab, you will find information and rules regarding Minimum Continuing Legal Education, you
may search for existing MCLE accredited programs, add programs to and edit your OSB Members’
MCLE Transcripts, and submit and pay for MCLE accreditation applications. The MCLE rules and
responses to frequently asked questions can be found on the MCLE Information tab.

Signed In:  Sign Out
MCLE Dashboard Home Dashboard

Company Admin - Select Member

Program Search

MCLE Transcript MCLE Accreditation Applications
Add Activity to My Transcript The OSB MCLE Department is now accepting
My Applications / Programs online CLE program accreditation applications
instead of paper forms. Use the links below

Report Attendence (Sponsors Only) to login and apply.

Pay Fees

Submit New Application ~ Sponsor Section Member

MCLE Questions? 8 i
Call (503) 431-6368 or email,
mcle@osbar.org with any questions.
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Company Admin — Select Member and Manage tab On this tab, you may manage MCLE credit
reporting for OSB Members, one at a time. You may search or sort by any field, including the
Reporting Period field, in ascending or descending order. To open a specific OSB Member’s MCLE
transcript, click on the ‘Manage Member’ green button to the left of the OSB Member’s name.

Company Admin - Select Member to Manage MCLE Dashboard

Search:
Name Bar Number Reporting Period

01/01/2020-04/30/2023 Manage Member

05/01/2021-04/30/2024 Manage Member

05/01/2022-04/30/2025 Manage Member

Once you have selected an OSB Member, you will see ‘Managing: <OSB Member name>’ at the top of
the screen, and three tabs will be shown in green to alert you that you are working on an OSB
Member’s record. You can now edit the transcript by adding or deleting credits. Detailed instructions
for these processes are outlined below in the MCLE Transcript section below.

Managing: C P

MCLE Dashboard ‘k." Home Dashboard
@

MCLE Information s Request a Comity Certificate

Company Admin - Select Member

P |
Program Search
MCLE Transcript MCLE Accreditation Applications
Add Activity to Transcript The OSB MCLE Department is now accepting "

My Applications ©nline (_;LE pr "’.':-’.:"1'_ g;crédltatiop aPPEs jons. &
instead of paper | 5. Use the links by
Pay Application Fees Jbto Iogl'n and apply. w
Submit New Application » )3 - L - -
Sponsor Section Member
MCLE Questions? i
Call (503) 431-6368 or email, gl, —

mcle@osbar org with any questions
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Program Search tab On this tab, you may search for live and recorded programs in the MCLE
database.

The most efficient and accurate way to search the database is to enter the Event ID number, if known,
for the program you wish to find. If the program is accredited in Oregon, the program sponsor will be
able to provide you with the Event ID number.

If you would like to search for programs by a particular sponsor, enter the sponsor name in the Event
Sponsor field and click Search Events. The results will show all accredited programs, and programs
with accreditation applications pending. Programs will be displayed in date order from newest to
oldest. Note, programs more than three years old are expired and no longer available for CLE credit.

TIP: The “less is more” approach works best when searching the database; you will find more relevant
results by entering less information. We recommend entering information in ONLY one or two fields,
such as Event Sponsor and Original Event Date range, and then clicking Search Events.

Another popular way to search is to enter the program title or a keyword in the Event Title field,
such as “Ethic” as shown in the example below.

In order to add a program to your MCLE transcript, you must first find the program in the database and
click on the "Live" or "Recorded" program you completed.
To do mjs complete ONLY 1 or 2 of the fields below and click "Search Events".

Event Title EventID Event Type
Ethic Event ID O Live (O Recorded
Location QOriginal Event Date
City State / Province Start Date End Date
Credit Type Event Sponsor
W Event Sponsor

TIP: As shown below, if you searched “Ethics” you will not find a program named “Ethical
Independence Day” —instead search “Ethic” to retrieve more results.

Event Title Event D Event Title EventiD

ethic

Ethics Ang Social Media With A Hint Of Privacy Law (2481°24) Ethics And Soc

Ethics In Discovery (18°7392) Ethical Aspe

Ethics And Professio

t For Oregon Cpas (3826°20) Ethics Maintaining Client C

Ethics Ana Professional Conduct For Oregon Cpas (3826°20)

Ethics For In b

Ethics And Internal Investigations (61°803) Ethical Independence Day - Meaning Of Professional Sovereignty (3181°2713)
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MCLE Transcript tab On this tab, you may review the MCLE Transcript, which shows the credits
reported to date, and the minimum credit requirements that remain outstanding for the reporting
period. You may edit the transcript using the Edit and Delete buttons, and you may use the Add
Activity button to report additional credits.

The total credits reported for each credit type are applied at the bottom, with the grand total for all
credits reported to date. Green indicates the minimum requirements for the particular credit type
have been met, while red indicates there remain outstanding credits for that particular credit type.

When all of the minimum credit requirements have been reported on the transcript, all numbers at
the bottom of the transcript will be green, and the OSB Member may log in to certify and submit their
report. Only the OSB Member can certify and submit their report.

It is important to note that once the OSB Member certifies and submits their report, no additional
credits may be added. If the OSB Member intends to complete additional credits before the end

of the reporting period, to earn carry over credits for their next reporting period, it is important that
they wait until they have completed and reported those credits before submitting their report.

In the example below, the OSB Member’s minimum requirement is 45 credits. In this Reporting
Period, they have completed 12.5 credits. Therefore, they must complete 32.5 more credits by the
end of their reporting period. Of those 32.5 credits, 1.0 must be abuse reporting and 3.75 must be
ethics.

Managing: C :
Tra NscCri pt Print | AddActivity | Submitted Transcripts =~ MCLE Home
Member:C P # &
Reporting Period: 01/0172020-12r3112022 \f’a &
inimum Requirement: 45 credits, including 5 ethics, 1 abuse reporting and 1 mental health/substance use & v‘.‘?
LA e
L .
R - g‘t‘(& & > Q?& 3 ®
& & & & & e
£ o ¥ & &
¥ & & > & & P &
F & & e & o oA o
¥ o & & & &
Carry over from last period 000 000 000 125 950 000 000 000 10.75
Date: Category: 1 1D:
Type: Accredited Group Course Reported 0.00 0.00 000 000 075 000 0.00 000
Title:
Sponsor: 0.75
Edit Applied 000 000 000 000 075 000 000 0.00
Required 1.00 000 000 500 000 100 000 000 4500
Totals

Applied [I.{I[I 0.00 @11}.?5 1.00 0.00 0.00
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Add Activity to Transcript tab On this tab, you may search for all MCLE activities to add to OSB
Members’ transcripts, including live and recorded accredited group events, Comity certificates of
MCLE Compliance, Committee and council service, Judging Moot Court, Legal Ethics Service, Legal
Research & Writing, Legislative Service, New Lawyer Mentoring Program, among many others. If you
are reporting an OSB Member’s completion of a CLE course to their transcript, choose the first activity
type, ‘Accredited Group Course.” This option will take you to the MCLE Program Database Search,
where you will find and select the live or recorded course you wish to add to the transcript.

Stop Managing Member To finish working on a particular transcript, or to change to a different OSB
Member, click on the ‘Stop Managing’ tab next to the OSB Member’s name at the top of the screen.
You will return to the MCLE Dashboard, where you can log out or start the process for the next OSB
Member.

Managing: C P | ]*
MCLE DaShboard Home Dashboard

13. MCLE Dashboard tab - Sponsor Accreditation Applications and Attendance Reporting

Also on the MCLE Dashboard, you may submit and make payment on MCLE Sponsor Accreditation
Applications, and post attendance after completion of your company’s sponsored programs.

Program Accreditation The sponsor of the program is the best applicant for accreditation of a
program. Accreditation applications submitted by OSB Members who attended the program are often
denied or returned for additional information and documentation, requiring the Member to contact
the program sponsor for the missing items. The sponsor has the most accurate and complete
information and documents related to a CLE program. Therefore, if your company did not sponsor the
program, we recommend you contact the program sponsor and request the sponsor apply for
accreditation of their programs in Oregon. This ensures proper accreditation and maximizes the credit
0SB Members will receive for completing the program. If a sponsor is unwilling to apply for
accreditation of a program an OSB Member attends, the MCLE Program Manager will do everything
possible to process the OSB Member’s application.

Effective March 1, 2021, the application processing fee structure changed and it now applies to
program sponsors as well as individual OSB members. We recommend that you reach out to the
program sponsor first and request that they apply for CLE accreditation so that the OSB Member does
not have to bear the burden of paying the application fee. Should the sponsor refuse to submit the
application, then in order for the OSB Member to receive CLE credit, a Member Accreditation
Application must be completed and the application processing fee paid.

See New Fee Structure Frequently Asked Questions here.

Oregon State Bar — Company Administrator Program (11/2023) Page 20


https://www.osbar.org/_docs/mcle/ApplicationFeeStructureFAQ.pdf

TIP: Before creating an accreditation application for a CLE program, search the MCLE Program
Database to be sure the program has not yet been approved for accreditation. If you submit an
application for a program already in the database, your application will be denied. MCLE staff
attempts to process sponsor accreditation applications within 30 days of receipt. Be mindful that
turnaround time is significantly delayed during the busy compliance season. When your application is
processed, you will receive an automated email letting you know whether the application was
approved or denied.

Signed In:  Sign Out

MCLE DaShboard Home Dashboard

MCLE Information

Company Admin - Select Member

Program Search

MCLE Transcript MCLE Accreditation Applications
Add Activity to My Transcript The OSB MCLE Department is now accepting
My Applications / Programs online CLE program accreditation applications

| instead of paper forms. Use the links below
Report Attendence (Sponsors Only) to log in and apply.
Pay Fees ‘ |
Submit New Application ~ Sponsor Section Member
MCLE Questions?

Call (503) 431-6368 or email,
mcle@osbar.org with any questions

My Applications / Programs tab On this tab, you may review and check the status of MCLE sponsor
accreditation applications you have previously submitted, or create a new application. You may also
return to an application you started but have not yet submitted.

Pay Fees tab On this tab, you may pay sponsor application fees for applications you have submitted,
by Visa, MasterCard or ACH transfer. Note, your application will not be received for review by the
MCLE Department until payment of all applicable sponsor fees and late fees has been received.

TIP To pay fees for applications submitted by other individuals in your company, use the Admin
Dashboard Pay Invoices tab.
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Submit New Application tab

On this tab, you may submit Submitted

MCLE Accreditation Application — MCLE Accreditation Application

new applications for‘ (1) Sponsor Program Title APPLICATION
. . My CLE Company CHECKLIST
Sponsor Accreditation © Desvery Method
) . . Status Delivery Type Program Date End Date & Aogcanon
Applications; (2) OSB Section New Live and Recorded g
Accreditation Applications; City State Country D
. . Tigard Oregon United States D Review
and (3) Member Accreditation
N . Credit Type Credit Hours
Applications.
General 5.00
Total 5.00
Again, make sure you search e Cotegory pescription
the Program Database for the ——— —
program prior to creating a Spester B e

new application. If you submit
an application for a program
already in the database, your
application will be denied.

Program Materials

Program Matedals

Please review your apphcation for accuracy and then chick “Complete and Pay™ 1o sand you application o OSE
If you would like 1o create additional application(s) before paying then chck Complete and Create New Application
Your applicaions will not be received by the OSE until payment is made

— Previous [ Compiete and Creale New Apphcation I Complete and Pay I

Reporting Attendance (Sponsors Only) tab On this tab, you may report attendance in bulk for your

Company’s sponsored programs at no cost by following the steps provided below.

Rule of Licensure 9.6 requires sponsors to report attendance to OSB
within 30 days of the OSB Member’s completion of the program.

You must make payment on an Accreditation Application to report attendance on any program.
If you need immediate reporting capabilities, contact the MCLE Department by email.

Option 1: Report attendance yourself at no cost Use the following

steps to report your sponsored seminar attendance:

1.
2.

Click Report Attendance (Sponsors Only).
Find your program by typing the Event ID number or a Keyword
from the program title in the Event Search box.

. If your program was both live and recorded, select whether you

wish to post attendance for the live or recorded program.

. If you are posting credits for a recorded program, enter the

member’s completion date.

. Adjust the credits to match the credits actually earned by the

member.

6. Enter the member’s 6-digit Bar Number in the Bar Number field.

. Press ENTER to add this program to the member’s transcript.
. Repeat for each member who attended this program.
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MCLE Dashboard

MCLE Infermation
Company Admin - Select Member
Program Search
MCLE Transcript
Add Activity to My Transcript

My Applications / Programs
Report Attendence (Sponsors Only
Pay Fees

Submit New Application -

MCLE Questions?
Call (503) 431-6368 or email,
mcle@oshar.org with any questions.
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“Added” means these credits were added to this member’s transcript.
“Duplicate” means these credits were already reported for this member.
“Member Not Found” means an incorrect or incomplete Bar number was entered.

Re p O rt Atte n d ance Create Mew Application | My Applications / Programs | MCLE Home

Proceed below to post your own attendance for free, or email your attendance report to mcle@osbar.org and
0SB staff will post your attendance for a fee of $1 per credit

Event Search (Enter Event ID or Keyword from Title)

Event 1D:

Title:
Location:
Program Date:
Delivery Type:
Credits:

Option 2: Pay OSB to report attendance If you prefer, OSB staff will post your attendance for a fee of
S1 per credit, per member. You may email your attendance report by email with the following
information:

1. Sponsor name,

2. Program title,

. Event ID number as indicated in the Program Database on the OSB website,

. Original program date,

. First and last name of each OSB member who earned credits from the activity,
. 6-digit OSB number for each member listed,

. The number and types of credits earned by each OSB member, and

. Date of credit completion for each OSB member.

0N O U bW

Questions regarding MCLE credits and sponsor accreditation may be directed to the MCLE Department
by email.
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