ISB Roster Login

About Group Renewal

This application allows you to pay for a group of attorney's license renewals. You may also review and edit some of their renewal information. °
Use the Individual Attorney License Renewal if you need to renew just one license.
You will need

L]

Steps in the Process

The passwords for the atterneys in your firm or group. (The
online licensing password is printed on the attorneys’ license fee
notices under the attorney's name and below the I1SB Membership
Number.)

Your trust account and insurance account information.

1. Signup or log in. Start by setting up your profile and location(s).
2. Optienal: input your firm's locations, trust accounts and insurance
accounts, and pre-fill for your attorneys.

3. Invite your attorneys to renew online.
Note 4. Review your attorney's renewal applications.
g 5. Pay for some or all of your attorneys when ready.

A convenience fee is charged for this service to cover bank finance
charges.

: T
Login Sign Up

s Mew Users start here
-4 Username:: |hollysuit : ; 3
,’ Lk To use this service you will need an Access Idaho account.

|
ldzho.gov

Sign up is free, secure and easy

One account for all Access Idaho services

Online access to your history and receipts

Convenient payment options: Visa, Discover, American Express, or

Forgot username? Forgot password?
8 sotp Mastercard

For additional help, Contact Access Idaho E3.

https://www.accessidaho.o
rg/securel/isb/license/roster
/index.html.

Administrators need an
idaho.gov account to
create a firm/company
roster.



https://www.accessidaho.org/secure/isb/license/roster/index.html
https://www.accessidaho.org/secure/isb/license/roster/index.html
https://www.accessidaho.org/secure/isb/license/roster/index.html
http://www.idaho.gov/

Profile/Locations- Add Primary

Location

Overview

Attorney List Profile/Location Trust Accounts Insurance logout

Your Profile/Location

Add Location to Attorneys The Idaho State Bar needs at least one address on file for your group. You can add

Profile/Location Locations

MName Primary

multiple locations and associate attorneys with their location for easier sorting. Location?

Your Group,/Firm

Firm Name |HG\Iy'S Test Firm

Location/Office Name IMam Firm

Your Contact Person

il e =
Email Address  [amail@emailgoeshere.com

Web Site Address ]hnp':';'\daho gov

Phone Number ||’2D5|332-[HEZ ext!
Fax Number  [1208) 332-0106

Mailing Address

Address 1[99 Main St
Address 2 |

Gty |Boise

State IID_
Zip [a3702

If your mailing address is a PO box, please include a street address for deliveries.

Street Address 1

Street Address 2

|
I
City |
State
Zip
Is this your primary
location?

=

add Annt\

The first time you login,
you need to enter your
firm/company address

information.

Make sure you indicate
your firm’s primary location
Address 1 and City are
required. This information
will be updated for the
attorneys you add to this
location.

Save Location.

NOTE: You can also use
locations to designate
different divisions or
departments within your
organization.



Profile/Locations — Add/Edit

Your Profile/Location

Add Location to Attorneys

Profile/Location

The Idaho State Bar needs at least one address an file for your group. You can add

multiple locations and associate attorneys with their location for easier sorting.

Your Group/Firm

Firm Mame |H0\|-_,r'5 TestFirm

Location/Office Name IMain Firm

Your Contact Person

Email Address  Jamail@emailgoeshere.com

Web Site Address Iht‘tp:.‘.‘ldaha gov

Phone Number I,'z[;e‘_\ 332-0102 Extl
Fax Number (208) 332-0106

Mailing Address

Address 1 lagg Main St
Address 2 I

City [Boise

State I|D
Zip [e3702

If your mailing address is a PO box, please include a street address for deliveries.

Street Address 1 I

Street Address 2 I

City I
State I
Zip l_

Is this your primary [#
location?

Add Another | Bave

Locati

MName Primary
Location?

Main Firm - Y

Boise

Firm 2 - H

Boise

Once added, the location
will be added to the
Locations list on the right
side of the screen.

To add another location
click the “Add Another” link
at the bottom of the page.

To edit a location’s
information click on the
location you’d like to edit in
the list on the right.

To add a location to
attorneys, click “Add
Location to Attorneys” on
left side.



Attorney List — Add Attorneys

Overview

Start by setting up your

profile and locations.
Build your attorney list.
Optional: input your tfust

accounts and insuranch
accounts, and pre-fill for

your attorneys.

Remind your attorneys ta

renew ontine.

Review your attarney's
renewal applications.

Pay for|
attorng

Profile/Location Trust Accounts Insurance logout
Your Attorney List Your Attorneys
Enter Name or License Number 0]
8147 Search
No Members.
To add an attorme ~vou will need their password
(mailed/emailed to your attorneys by the Idaho State Bar).
Rebecca Hernandez 2147
Benavides add =
Overview Profile/Location Trust Accounts Insurance logout
Start by setting up your
protficend bcabone, Your Attorney List Your Attorneys
Build your attorney list,
2 % nter Name or License Humbar
Optional: input your trust S o
accounts and insurance dellthl FRaTEN
accounts, and pre-fill for No Members.
your attorneys, To add an attorney to your list, you will need their password
. (mailed femailed to your attorneys by the Idaho State Bar).
Remind your attorneys to °
renew online,
Review your attorney's
renewal applications
Gregory N. Swanson 3909 |Enter Password
pay for same ar all of your
attorneys when ready. Erik Robert Swanson 5057
Overview Profile/Location Trust Accounts Insurance logout
=
Start by setting up your
POt A beations Your Attorney List Your Attorneys

Build your attorney list.
Enter Name or License Number

Optional: input your trust
accounts and insurance
accounts, and pre-fill for
your attorneys.

[8134

Remind your attorneys to
renew online.

Review your attorney's
renewal applications.

Search =

Y victoria Claire 8134
Trotta
Y scott David 8156

Swanson

Once you have entered a
primary location, you can
add attorneys to your
roster.

Select “Attorney List” at
the top of the screen.

Enter an attorney’s name
or license number in the
search field.

Enter attorney’s password
in password field and click
“Add”.

Added attorneys will be
displayed in the list on the
right.

To remove, click the red
“X” next to attorney’s
name.



Profile/Locations — Add Location to
Attorney(s)

. Select Location from the
dropdown menu.

. Check boxes next to
attorneys who are at that

Indicate Attorney Location

Firm 2 - Boise ~| ApplyLocation

Select Name Number Locatian location.

- S " - . Click “Apply Location”.

( Joshua G. Studor 8145 - Boisa ® The Location W|” pOpulate
= Theodore W, Reuter 8146 Boise next to the attorney’s
l"/-ehad—aaren-dauk 8137 - Boise name.

2 Melissa Anne Homhein\ 8155 - . NOTE: You can also use
= g s ) P — Jrorney List Profile/Locatio Trust Accounts Insurance Log O locations to designate

different divisions or
departments within your
organization.

Indicate Attorney Location

I-choose location- | | Apply Location |

Salect: All, None

ok b Niher Loaton

[ Scott David Swanson 8156 - Boise

[ Joshua G. Studor 8145 - Boise

[ Theodore W. Reuter 8146 - Boise

O Chad Aaron Jenks 8137 - Boise

[ Melissa Anne Hornbein 8155 - Boise

[ David Gordon McKennett 8153 \ Boise /




Trust Accounts - Add

A AArTARREEN e

ISB] Idaho State Bar . To add a trust account,
Overview Attorney List Profile/Location Trust Accounts Insurance logout SeleCt TrUSt ACCOUI’ltS on
top bar.
. Select Bank for dropdown
Your Trust Accounts Trust Accounts menu.
Add Account to Attorneys Optional. Add trust accounts here and indicate which attorneys o F|” |n aCCOU nt name and
[or that all) use them.
number.

Bank Mame on Account  Account Mo. 10LTA Account?

. Indicate whether or not it is

CD H | O ves Cno an IOLTA Account.
Gimies] «  Click “Update Accounts”

button.
Add Accountto Attorneys I Used By All of Our Attorneys I .

. You can add multiple

accounts.
Overview Attorney List Profile/Location Insurance logout

. To add an account to

attorneys in your list, click
, “Add Account to
Your Trust Accounts Trust Accounts

”
Attorneys”.
< Add Account to Attorneys ptional. Add trust accounts here and indicate which attorneys
(or that all) use them.

. NOTE: This tool is

Remove Bank Name on Account  AccountNo.  1OLTA Account? . I d v b
Opt|0na and can only be

- |Bank ofIdaho =] [TestTrustAccount [123436 & ves g used to add accounts to

O |Lewiston State Bank =] |another Account | [95765 Cyes @ Num attorneys_ You cannot use

Update Accounts |Add a new account |t to remove aCCOUHtS from

attorneys.
Add Account to Attarneys | Used By All of Our Aftorneys |




Trust Accounts — Add Account to
Attorney(s

Indicate Attorney Trust Accounts

Check account, check related attorneys, click "Apply.”

W 123456 - Bank of Idaho
7 98765 - Lewiston State Bank

Apply Trust Accounts |

: All, None

Select  Mame Trust Accounts

it \ Scott David Swanson Mo Trust Accounts

Mo Trust Accounts

w Joshua G. Studor

Check account(s) to
assign.

Check the attorney(s)
you'd like to assign to the
account.

Click “Apply Trust
Accounts” button.

The account will show up

next to the attorney’s
name.

Profile/Location Trust Accounts Insurance logout

O Theodore W. Reuter 000500041822 Key Bank National Association
Overview Attorney List
O Chad Aaron Jenks Mo Trust Accounts
Your Trust Accounts
] Victoria Claire Trotta Mo Trust Accounts

Add Accounts to Attorney

Indicate Attornev Trust Accounts
Check account, check related attorneys, click "apply.”

™ 123456 - Bank of Idaho
™ 98765 - Lewiston State Bank

Apply Trust Accounts

Selact: all, Mone

Name

Trust Accounts

r Scott David Swa%\w 123456 Bank of Idaho \

r Joshua G. Stud/Jr 123456 Bank of Idaho

O Theodore W. Reuter 000500041822 Key Bank Mational Associatior
98765 Lewiston State Bank

O Chad Aaron Jenk\ 98765 Lewiston State Bank /

r Victoria Claire Trotta Mo Trust Accounts




Insurance Account - Add

Overview Attorney List Profile/Location Trust Accounts m

Your Insurance Insurance

Add Carrier to Attorneys Opticnal. Add insurance carriers here and indicate which
attorneys (or that all) use them.

Current Insurance Carrier: None

Insurance Company

&)

Add Carrier to Attorneys | Used By All of Our Attorneys |

Idaho State Bar

Overview Attorney List Profile/Location Trust Accounts Insurance

Your Insurance Insurance

Add Carrier to Attorneys Optional. Add insurance carriers here and indicate which attorneys (or
that all) use them.

Current Insurance Carrier: Acme Insurance Company

Insurance Company

|Acme Insurance Company Update

Add Carrier to Attorneys Used By All of Qur Attorneys

To add/update your
insurance, select
“Insurance” on top bar.

Enter in Insurance
Company Name.

Click Update.

To add an Insurance
company/carrier to
attorneys in your list click
“Add Carrier to Attorneys”.

NOTE: This tool is
optional and can only be
used to add/update
insurance
companies/carriers for
attorneys.



Insurance — Add Carrier to
Attorney(s)

Indicate Attorney Insurance Accounts
Check related attorneys, click "Apply.”

Current Insurance Carrier: Acme Insurance Company

Select: all, Mone

. Check the attorney(s)
you’d like to assign the
account to.

. Click “Apply” button.
. The Carrier will display

next to each attorney’s
name.

Select  Name Insurance Company
}:\ Scott David Swanson ALPS
O \ Joshua G. Studor Mo Insurance Carrier
I ’ Theodore W. Reuter Oregon Profesisonal Liabilite Eund
& Chad Aaron Jenks No Insurance Carrier Select  Hame Insurance Company
¥ Melissa Anne Hornbein Mo Insurance Carrier C Scott David Swanson ALPS
W David Gordon McKennett Mo Insurance Carrier - Joshua G. Studaor Mo Insurance Carrier
r Theodore W. Reuter OWHM Fund
r Chad &aron Jenks /&cme Insurance Cumpan;\
C Melissa anne Hnrnbein( Acme Insurance Company )
C David Gordon McHennett\Qwe Insurance Compan




Overview

. The Overview lets you see
everythlng INn one screen.
—  Attorney roster
—  Status of each attorney
. Not started — Individuals
have not started their
renewal.
. In Process — Individuals
have started but not

: finished.
Overview Overview Cart +  Ready — They have

completed the renewal
Your Receipts Before you can pay for their renewal, attorneys must complete their online application. See () Remove from Cart and Fa)re ready for you to

their progress below. a
Remind by Email send reminders by email. pay.

Mmoo —  Shopping Cart.
Add o Cart | Cart is Empty. — Receipts for past purchases.

View Details in Excel
Total

Select: All, None | Show Only: )All ;JNot Started {)In Process !}Ready -Z')Paw‘d L] From th|s page you can.
—  Sort your roster.

- . : —  Click on individual attorney’s
R/ Scott David Swanson 8156 Mo Location name to review thelr Work
@) Joshua G. Studor 8145 No Location before addlng them to your

= : cart. If information needs to
L) Theodore W. Reuter 8146 Mo Location be updated yOU Can send a
C Chad Aaron Jenks 8137 No Location req uest to the |nd|V|dual_ to

_ I : change the information in
& Victoria Claire Trotta 8134 Mo Location the”- reneWaI and reSmelt

Add to Cart | before you pay.
—  You can send emails to

individuals in your roster at
any time.

Overview Attorney List Profile/Location Trust Accounts Insurance

Add Step  Name Number Location




Overview- Roster

Overview
Before you can pay for their renewal, attorneys must complete their online application. See

their progress below.
Send reminders by email.

( Addto Cart | )
Wiew Details in Excel
- -_Fm_ll. _JNot Started ) In Process !jRead;-' {',lF'aid

Add Step Mame Mumber

All, Mone

Location

O - !J Scott David Swanson 8156 Boise
=) Joshua G. Studor 8145 Boise
;_: Theodore W. Reuter 8146 Boise
;J Chad Aaron Jenks 8137 Boise
( ' !J Melissa Anne Harnbein 8155 Boise
C i;' David Gordon McKennett 8153 Baoise

You can click the status
links to show only who
are:

— Not Started

— InProcess

— Ready

- Paid

- Al
You can sort your list by
clicking Add, Step, Name,
Number or Location.

Once individuals are
ready, a checkbox will
appear next to their
name. You can check
this box and click “Add to
Cart” to add the
individual(s) to your cart.
Use the “All” link to select
all available or the “none”
link to unselect all that are
available.

To see all information for
all of the attorneys in your
roster, click the “View
Details in Excel” link.



Overview- Remind by Emaill

Overview Remind by Email

Your Receipts Ernail will include a link to renew online and this text:

Remind by Email

d Email to Selected

Holly's Test Firm has offered to pay for your license.
Benewals are due Decewber 1,

2009.

£ Al Mone (Al ;,'Nut started [ g)in Process !.-Ready
send  Step  Name Email Address
O !.' scott David Swanson |5yﬁ/nson@dykaslaw.com

=) Jashua G. Studar /ﬁ;tudor@kcguv.us \\

O ) Theodore W, Reuter !treuter@y‘turrirose.com ‘
O L Chad Aaron Jenks Ichadjenks@gmail.cam
O (€ )] Melissa Anne Hornbein [hombein@gmail com /
I » David Gordon Mckennett \chkennett@gmail.cum /I

To send email reminders
click “Remind by Email”
on the left navigation bar.

Type a message in the
email text box.

Select the individuals who
need to get the message.

The message sent to
individuals will include a
link to the Individual
Renewal that is
prepopulated with their
license number. All they
have to do is fill in their
password to start/update
their renewal application
online.

The emails listed are what
ISB has on file. If you
would like to send the
message to a different
address, you can change
it for this action, but it will
not be saved by the
website or in ISB’s
database.



Overview- Add to Cart

t: All, None { -__JAll ;JNGt Started . g)ln Process !jRead'-,' J:JPaid
Add  Step  Name Number Location
~ !J Scott David Swanson 8156 Boise
y) Joshua G, Studor 8145 Boise
) Theodare W. Reuter 8146 Boise
_._,l Chad Aaron Jenks 8137 Boise
I -_!} Melissa Anne Hornbein 8155 Boise
T3 | !} David Gordon McKennett 8153 Boise
Cart

Before you can pay for their renewal, attorneys must complete their online application. See
their progress below.
Send reminders by email.

Name

Addto Cart

= I > Seott David Swanson 505
View Details in Excel

A
-- i i _ >/ Melissa Anne 900
ect: all, None | Show O __Jr-.ll Mot Started .g)In Process .!}Ready @Paw‘d Hutphstn
-
Add SIen el Number Location = David Gordon 195
3 Mckennett
(=) Joshua G. Studor 8145 Boise
Total 0
®) Theodore W. Reuter 8146 Boise
J Chad Aaran Jenks 8137 Boise Pay for Cart» |

Addto Cart

Check the box next to
attorneys you'd like to add
to your cart.

Click “Add to Cart” button

You can pay for attorneys
now or wait until you add
everyone to your cart and
pay once.

To pay for your cart, click
“Pay for Cart’.

Once attorneys are paid
for, they will show up in
your roster with a status
of paid.



Payment — Review Cart

Cart items for Boise Location

Licenses in this Renewal

Remove Mame Mumber License  CAF ILF Section  LRS 5
fee Dues
}-‘ Wade 5159 50,00 520,00 S25.00 570,00 5350.00 S4E5.00
Dewvin
Thomas
}J J, 21149 525500 520,00 580000 S185.00  5175.00 51,135.00
Bradford
DeBry
51, 600,00

Fay with Credit Card » Fay with Woucher »

Review what’s in your cart

To remove an attorney,
click the arrow next to
his/her name. He/she will
be removed from the cart
but will remain in your
roster.

Click attorney name to
view details.

Select how you’d like to
pay:

—  Credit Card —
Convenience fees apply
based on the total
amount.

— Voucher — Convenience

fee is $1.00 per person
in your cart.



Payment — Voucher

Mail-in Payment Voucher

To get a payment woucher that you can print out and mail in with your

payment, please verify the address the reneals you are paying for and then
select the print woucher button below. |f the address is incorrect please go
to your profile and enter the correct mailing address.

Mailing Address

Address 1
Address 2

City

State

Zip

Phone Humber

999 Main 5t
U

Boise

1D

83702

[208] 332-0102

License(s ) in this renewal voucher

Remove Mame Mumber License CAF ILF Section  LRS Wouchers OCF Total
fee Dues Fee
‘;-' wiade 8169 0,00 520,00 426,00 570,00 $350.00 465,00
Devin
Thomas
3) Jd. 119 S2R5.00 520,00 550000 318500 S17R.00 51,135.00
Bradford
DeBry
5265.00 540,00 352500 $255.00

Get a payment voucher >>>

Pay with credit cand >>>

552800 S2.00  31,602,00

If you select voucher, you
will be presented with a
review of your cart,
including the added fee.

Click the “Get a payment
voucher” button to display
a printable voucher with
an ID number that can be
printed and submitted to
ISB with a paper check.



Payment — Voucher

[ 2== back to Owverview | [ Print ] [ logout ]

Idaho State Bar Association
Firm Renewal Payment Voucher

WVoucher Mo, 126

Total Due : $1,602.00 Mail Payment to:

Please print this voucher and mail it to the ldaho State Bar with your Idaho State Bar Association
check. Payments must physically be received at the [daho State Bar P.0. Box 895

office by the February 1, 2010 licensing deadline or a late fee will be Buoise, 083701

charged. Please contact the Membership Depattment at (205)
334-4500 if you have any guestions.

(for overnight deliveries):

Holly Swt 525 W, Jefferson Street
999 hain St Boise, ID 83702
A

Boise, ID 83702
(208) 332-0102

License Voucher/OCF

Name Nuwnber CAF ILF SectionDues LRS Total
f?? ............................................. F‘ee
BUS $35.00
?‘Sraqe 2159 $0.00 $20.00 $25.00 EMF 325 00 $350.00 TAR5.00
o o = LPM $0.00 ' '
Thomas
PRO $10.00
EMP £2500
ENR $3500
I. Bradford FAM $3000
$255.00 $20.00 $500.00 $175.00 1,135.00
DeBry o117 LIT  $40.00 Bl
WTR $35.00
WCS $20.00

$255.00 $40.00 $525.00 $256 .00 $525.00 $2.00 §1 502.00

Note Voucher number for
future inquires.

Verify total amount is
correct.

Print and send to ISB with
a check for the amount
due.

To reprint a voucher

— Returnto
“Overview”.

— Click “Your
Receipts” on the left
side.

— Click on the voucher
number.



Payment — Credit Card

[ ]
m Attorney List Profile/Location Trust Accounts Insurance Log Out
Payment Information
[}
License(s) in this Renewal
Remove Mame Mumber S
e [ ]
=7 Joshua G. Studor 3145 5525.00
Convenience Fee 515.00

Pay for Renewal(s) == | <<

158 Firm License Renewals for 87 Holly's Test Firm

Service:

Description

Instant Bayment Customsrs

out th follow
nd g-mall addr

* Name:
* Billing Address:
* City-

* State/Provinca:
Country:

* PostaliZip Code:

Tetephone Humber:

[Optionak: For biling questians

mail Address:
e-mail recelpt]

* Paymant Mathad:

et 333

8 Firm License

Unied St

wilcome to Access Idaha's Instant payment gatewary. You've been sent here to pay for the folowing:

$525.00

Review fee totals and
click “Pay for
Renewal(s).

Enter billing
information.

Enter credit card
information.

Billing Information

Pleaze varify that the follwing Infarmation is ¢

158 Firm License Renewals for 87 Holly's Test Firm

Telephone Number:

E-mail Address:

Cradit Card Indarmation

Please provide your credit card infermation bl

Card Humber:
Card Type:

Expiration Date:

ct. The address shawn should be the billing address of the cradit card you Intend ta use.

Service: n Lienys fenewal
Description Corst Oty
License Fee 1
Onliee Conveniencs Fes
Total:
Mame: First Last Hama
Address: 299 Main

Bose, © U5

083

holtyEaccess e, org

Mot 53>

Diling problams! Contact Access

(877} 410-EGOY

Total
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