COUNTINUING LEGAL EDUCATION

Login & Purchasing Instructions

1

TABLE OF CONTENTS
PSBA CLE........................................................................................................................................................ 3
create an account, course catalog, purchasing, live webinar and course completion instructions
Create an account......................................................................................................................................... 3
Course catalog............................................................................................................................................... 4
Purchasing courses........................................................................................................................................ 5
Accessing the course..................................................................................................................................... 7
Joining a live webinar.................................................................................................................................... 8
Joining Zoom................................................................................................................................................. 9
How to enter course completion codes........................................................................................................ 10
Course completion survey............................................................................................................................. 12
How to find your certificate........................................................................................................................... 13

2

PSBA CLE create an account, course catalog, purchasing,
live webinar and course completion instructions
Create an account
1. Go to http://clelegal.training.psba.org/
2. Click sign up.

3. Fill in your contact information and click create account.
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Note: if you receive the following message, please use another email address. (This indicates your email
is associated with a myPSBA account. For the purposes of the CLE Courses you will need create separate
account). If there are any issues with using another email address, please contact clelegal@psba.org.

Course catalog
1. Once logged in, you will be on the home screen. Your home screen will display any courses you have
already purchased.

2. Click on the course catalog button (top right of the home screen) to find courses to purchase.
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Purchasing courses
1. Once in the course catalog, you will see all of the courses available.

2. Navigate to the course you would like to purchase and click get this course. NOTE: The cost of the course
will be displayed in the orange oval.

3. Then click the checkout button to continue or cancel to go back.
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4. You will be directed to PayPal for payment. If you have a PayPal account, login and proceed to finish the
purchase. Note: you do not need to have a PayPal account to purchase.

5. If you do not have a PayPal account, click pay with debit or credit card.
6. Enter the required information and click pay now.
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7. You now will have access to the course. You should receive a confirmation email from PayPal for your
purchase. Note: you may have to refresh your browser to see the course listing.
Accessing the course
1. From your home page, click on the course title to enter the course.

2. Once in the course, click start course.
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Joining a live webinar
Purchasing a course that has a live webinar does not automatically register you for the webinar. If the course
you purchased has a live webinar, please follow the additional steps below to make sure you are registered and
able to join the live webinar.
1. In the course, click on the webinar title. For this example, it is CLE webinar.

2. Click the register button.

3. Once registered, you will see the button now says registered.

4. You can join the event from the same menu, by clicking the join button. You can also add it to your calendar
and join from there (step 5). Note: you can join the webinar starting 15 minutes prior to the start time.
This will put you into the waiting room until the event is started by the host. The lock button is only there
to display a meeting code (if enabled).
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5. To add the webinar to your calendar, click the add session to you calendar button and select your preferred
calendar. Save the invitation to your calendar.

6. From the calendar invitation, click on the link address to join.

Joining Zoom
When you click the join button, or link from your saved calendar invite, you will be prompted to open zoom.us.
If your application does not open, click the launch meeting button as directed on the page.
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Once you’ve open the Zoom app, you will be entered into the waiting room until the host begins the webinar.

How to enter course completion codes
1. Once the webinar has concluded you will need to enter the completion codes in the course associated with
your webinar. If you joined from the course, you should have the course page already open. Just click back
to the Learning Management System (LMS) page.

Note: If you need to get back into the LMS, go to http://clelegal.training.psba.org/ and navigate back to
your course.
2. You can navigate to the course completion codes by clicking the navigation arrow at the top of the page,
or by clicking on the course name (top left corner of the page), going back to the course homepage and
selecting course completion codes.
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3. Click start test.

4. Enter and submit each code in the correct code prompt (code one, code two, code three)

5. Once each code has been submitted correctly you will see a green check mark – click the passed, let’s
continue button. This should take you to the course completion survey.
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Course completion survey
Whether attending a live webinar or a course containing previously recorded content, you must complete the
course completion survey in order to submit your CLE request.
1. If you’re in the course homepage, click on required course completion survey. If you’re already into
the course content, use the navigation at the top right hand corner of the screen by hovering over the
displayed text and select required course completion survey.

2. Click start survey. Complete each question and submit the survey.

If you’ve completed all the course completion requirements, you should receive your certificate.

12

How to find your certificate
1. Once you have completed all required sections of the course, the certificate should pop up on your screen.
Click download certificate.

2. You can also locate any of your completion certificates by hovering over your name on the course
homepage and clicking on my certifications.

3. Click the round certificate symbol on the right of the page to download a copy of the certificate.
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