
Idaho State Bar License Renewal – User Guide for Firms 

 
1. Overview The Idaho State Bar Firm Manager functionality allows firms to centrally manage license renewals for multiple attorneys. Using the firm-side applications, you can: - Register your firm with the Bar’s online system.   To Register, you will need to create an account. Creating an Account 1. Visit https://id.accessgov.com/isb 2. Select “Firms – Start Here” 3. Click Sign Up Now 4. Follow the steps to creating an account.  For more details go to https://tyleridaho.com/demo/isb.html and start at step 2. - Maintain a roster of attorneys associated with your firm. - Send reminder notices to attorneys who have not started or not completed their 
renewal. 



- Make bulk payments for completed attorney renewals using a single transaction and 
voucher. 
2. Firm Registration (Firm/Business Information) Before using other firm tools, you must register your firm using the Firm/Business Information application. Steps: 
1. Log in to https://id.accessgov.com/roster using your bar firm login. 
2. Select 'Firm/Business Information'  

 
3. Indicate that you are a firm or business managing attorney renewals. 

 
4. Enter firm details such as firm name, address, and primary firm contact. 

 



5. Submit the form. Once the firm profile is created and recognized, you will gain access to the Firm Roster, Firm Send Reminders, and Firm Make Payment forms. 
3. Managing the Firm Roster The Firm Roster application allows you to manage the list of attorneys whose renewals your firm will handle. When you open the Firm Roster form: 

 - It displays any attorneys currently associated with your firm’s roster. 



   



You can: - Add attorneys to the roster using a comma-separated format, ie: 1234,5465,1233, 
make sure the ‘Dd to Roster’ box is checked, and click next.  Note: ‘Save and Exit’ will 
not add the attorneys to your roster.   

 - Remove attorneys who are no longer affiliated with your firm by checking the 
‘Remove’ box and clicking the submit button.  Note: ‘Save and Exit’ will remove the 
attorneys from your roster.   

 - Review each attorney’s renewal progress, such as: 
• Application Status 

o Unstarted  
o Started 
o Completed 

    



• Payment Status 
o Paid ($ icon) 
o On a Voucher (document icon) 
o Not paid (circle with a slash icon) 

 Changes made in the roster are reflected in other firm management tools, including reminders and payment lists. 
4. Sending Renewal Reminders to Attorneys The Firm Send Reminders application is used to send automated reminder emails to attorneys on your firm roster. 

 Typical use: 
1. Open the Firm Send Reminders form. 
2. The system will display a filtered list of your rostered attorneys whose renewals are in statuses such as Unstarted or Started (but not completed). 



3. Review the list and select the attorneys you would like to remind. 

 
4. Submit the form to send reminder emails. Attorneys will receive an email encouraging them to complete or continue their renewal in the ISB portal. 
5. Making Bulk Payments (Firm Make Payment) The Firm Make Payment application allows you to pay the renewal fees for multiple attorneys in a single transaction.  

        



Preconditions: - Attorneys on your firm roster must have completed their renewal form but not yet 
paid. - Application status for each selected attorney should be 'Completed' and 'Unpaid'. Steps: 
1. Open the Firm Make Payment form. 
2. You will see a list of rostered attorneys who have completed-but-unpaid renewals. 

 
3. Select the attorneys you wish to include in the bulk payment and select ‘Next’. 
4. The system calculates the total due, including applicable license fees, late fees, and section fees. 

 
5. You can choose to pay with a credit card, ACH/Bank Account, or complete a voucher and mail it in with a paper check 



6. You are then directed to download a voucher, or to the secure payment gateway to complete the transaction. Voucher Enter your mailing address 

 Scroll to the bottom of the itemizations and click ‘Create Voucher’  
  After a voucher is generated or successful Credit Card/ACH payment - Each included attorney’s record is updated to show that the renewal fee was paid by 

the firm. - The attorney’s renewal shows as fully paid and completed.  


