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Tennessee Commission on Continuing Legal Education 
1321 Murfreesboro Pike, Suite 810 • Nashville, Tennessee 37217 

615-741-3096   •   info@cle.TNcourts.gov 

 

 

Submitting CLE Course Attendance 

Step-by-s tep tutorial  for  pos ting attorney & ins tructor  hours  

SUMMARY 

Within 30 days after an attorney has attended a course, Tennessee CLE providers must 
report and pay for attendance for every licensed Tennessee attorney who participated in 
the CLE. For courses offered on demand or offered on multiple dates, attendance should 
be submitted within 30 days, regardless of if other attorneys could attend the same course 
later. 

Providers may only choose one date for attendance for each attorney and attendance can 
only be reported once for each attorney, so please wait until after an attorney has 
completed all portions of a course to submit attendance. Multiple submissions are 
permitted for each course, provided they are for different attorneys. 

For example, if five attorneys attended a course on March 1 in person, that attendance 
should be reported my March 31. If another two attorneys attended the course on April 15, 
the provider should submit a separate attendance report by May 15. 

Attendance reported within the 30-day requirement requires a $2 per hour, per attorney 
fee. Attendance reported 45 or more days after the attendance date costs $3 per hour, per 
attorney.  No attendance will be accepted more than one year after the attendance date.  

Additional credit for instructors is not automatically calculated. Providers must click the 
“instructor” box when submitting attendance and then adjust the hours for added 
instructor credit.   

The Tennessee CLE Commission does not charge fees to review or accredit courses. If a 
provider seeks and receives accreditation in Tennessee for a course, they must report and 
pay for each attendee.  
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Go to CLE.TNCOURTS.GOV and click on Providers, then login. 
 

 

Click on the Attendance tab on the grey menu. 

 

Please note, there are two ways to submit attendance. Providers may submit a batch with 
multiple attorneys on a document, or enter data for each individual attorney. 
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BATCH ATTENDANCE SUBMISSION 
Click on the black arrowhead to the left of the course number to highlight in blue, then click 

the Batch button. 

 

Click ‘Import’ to view Course Attendance Import Instructions. Follow the instructions to 
download the template and upload the attendance. 
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MANUAL ATTENDANCE ENTRY 
To create a new attendance batch.  Click “New” at the bottom. 

The screen that appears lists all the batches you have created and the status. Not 
Submitted means the attendance batch was created but never submitted to the CLE 

Commission. 

 

The New Attendance Report screen will appear identifying the course information. Select 
the course you want to create the attendance report for by clicking on the black arrowhead 

to the left of the course number. The course will be highlighted in blue. Then click on the 
“Next” button at the bottom of the list. 
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Enter a Report Description – something that is meaningful to your organization so you can 
identify it later. Consider including an attorney’s name if it’s a single submission, or the 

date of the attendance. Click “Finish”. 

 

 

 
Begin entering attendance information. The Information tab lists the course information - 
Course ID, Title, Location, start and end dates and types and amount of credit the course 
was approved for. The Attendance Date defaults to the first day of course accreditation. If 

the course was an on-demand program you must enter the actual date of attendance.  
Whether you enter any information on this page or not, click on “Save” button. 
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The Attendance tab is where you enter the attendance and shows you what has been 
entered. To enter the information on the attorney, click on the “Add” button 

 

Input attorney attendance 

• Enter the six-digit Tennessee Attorney ID. Add any needed zeros to the left of the 
number to make it six-digits.  

• If the attendee was there for the entire program, you do not need to modify the 
hours. Otherwise modify as needed.  

• If this was an On-Demand course and you are entering multiple attendances, 
change attendance date to the date the program was completed by the attorney.  

• If the attorney was an instructor, click on the instructor box (circled). The provider 
must calculate and enter the proper amount of instructor credit. Our system does 
not perform the calculation because we do not know the number of pages of 
materials the instructor distributed, the amount of time they spoke, or if they stayed 
for the entire program. If the instructor had over five pages of handouts, they can 
receive four times the credit. Less than five pages of handouts earns two times the 
credit. You can only give more hours than the course was approved for if the 
instructor box was checked. After entering each attorney’s name and hours click 
“Save.”  
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After you have entered all the attendees, click on the Summary tab. 

 

The Summary tab will show the total number of attendees and the total number of reported 
hours which is the amount that will need to be paid as the posting fee. 

 

 

Click on the circled Attendance tab and you will be able to see a list of all the attorneys you 
have entered and the number of hours of attendance for each attorney. Make sure the 

names and Attorney ID agree with your list of attendees. 
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Return to Information tab 

 

If you are ready to submit your attendance, you must click on the Submit Report button. 

If you fail to do this, your batch will be added to the NOT SUBMITTED list because it was 
never submitted to the CLE Commission. 

Once attendance is submitted, an email will be sent to the contact person listed on the 
provider CLE account. 

All providers are required to report and pay the $2 per credit hour/per attorney fee. If you do 
not have a credit balance to cover the posting fee, pay online or send a check. If mailing a 

check, please make sure to write your provider ID in the subject line of the check. 
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