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User Guide

Application for Admission as a Student-at-Law and Articling Agreement
Step |

Visit www.lawsociety.ab.ca. Click on the Lawyer Portal link in the top of the website page.

¥ in Learning Centre Lawyer Portal Careers Contact Us

jf’ LAW SOCIETY
£% of ALBERTA Who We Are For the Public Lawyers & Students Resourcg D Regulation Find a Lawyer Q

Applications for
Innovation Sandbox
available

Step 2
Click Apply for Admission to start your Application to the Law Society of Alberta.

u for creating your Lawyer Portal account. You will receive an email with your Login credentials to the Lawyer portal.

Apply for Admission

ou cannot begin vou
APPLY FOR ADMISSION

LOGIN

Forgotyou:

Step 3

Complete all field with an asterisk. Once completed, click submit. Note that if you have a middle
name, you must include it in the given name field. Any ID or Criminal Record Check must also
include your full legal name and match your application.
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Step 4

Once you click submit, you will receive an email with instructions on how to log into the Lawyer
Portal. Use the login ID and the temporary password on the Lawyer Portal.
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Johnathan David Doe,

Thank you for creating your Lawyer Portal account. You have been assigned ID 24266 which is your personal membership number and also your login 1D. This will allow you to

access the features of the Lawyer Portal.
Lawyer Portal

Website

O

¥ avigate t

Best regards,
Law Society of Alberta

application or your account will be automatically deleted and you will need to restart.

ly Applications page to create or continue your application to the Law Society. Note that you have 7 days from receiving this email to submit an

Imgortant - ConfidentialInformation from the Law Society of Alberta; The sender Intends that ths elecironic message i for exclusive use by the person to wham It s addressed. This message may contain Information that s confidential or privleged and
exempt from disclasure under spplicable low. 1f the reader of this message i not an intended recipicnt, be pware thot any disclosure, dissermination, distribution or copying of $his communication, or the use of it contents, s prohibrted. I you have recerved this

message in eror, plezse immediataly noufy the sender of your inadvertent from all dat:

Thark you

8 siG LOGIN

To begin, enter your Login ID, which is your Law Society roll number, and Password.

ten your password, click Forgot your Password.

If you have forg:

Having trouble logging in? Do you have questions about the Lawyer Portal? Visit our

website for more information

Forgot your password?

/I/;

Step 5

Apply for Admission

To apply for admission as a Student-at-Law in Alberta, you must first create a lawyer portal account. If you

a student or lawyer in Alberta, please dlick Apply for Admission to create an accaunt. Once

are not al

submitted, you will then receive an email with information on how to log into the Lawyer Portal. Once logged
in, you can create and submit any required applications as well as update your contact information.
You cannot begin articles or hold yourself out as a Student-at-Law until you receive written approval and a

confirmed start date from the Law Society.

ISSION %%

APPLY FOR

The temporary password provided in the email will expire after one use. Set a new password
before you can log into the portal and access your account.
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A (1401) Your existing password will expire after one use. A new password must be entered.
Password Requirements
* Must be 7 or more characters

* Must include both numbers and letters
s New password cannot be the same as any of the |ast four passwords

New Password

SUBMIT

Step 6

Once you have logged into the portal, navigate to “My Applications” in the menu at the top right-

hand corner by clicking on your name.

JOHNATHAN DAVID DOE

APPLIED ONLINE
WELCOME
MY PROFILE
MY APPLICATIONS
MESSAGE US

LOG OUT

From this page, you can review a checklist, preview the applications, and choose “Submit
Application” when you are ready to create your applications.
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2 APPLICATIONS

(@ Applications

Please review the list below to confirm the application that is appropriate to your situation.

Before you submit your application, review the checklist and preview the application to understand the requirements.

New Application

Application for Admission 1

Preview Application

Submit Ap

Articling Agreement Application

Current Applications

Current ()

This page will have the most up to date status of your application. Please keep checking the lawyer portal for updates on the status of your application rather than contacting Customer Service as they do not have .
e j QmMMmon progessing sta S8 and Whal ey [neg

Under the Options menu to the left of your Application for Admission, click pay to be navigated to
your invoice. You will then have to click “I Certify” and accept the terms and conditions.

B APPLICATIONS

@

@ (1453) Your record has been successfully added below. Please click on “Options* dropdown to complete the Application

Current Applications

current ()
=

Application for Admission In Progress Nov-04-2022

Articling Agreement Application In Progress Nov-04-2022
3¢ WITHDRAW

= most up to date status of your application. Please keep checking the lawyer portal for updates on the status of your application rather than contacting Customer Service as they do not have
maore information that what is available in the portal. Below is 2 list of the common processing statuses and what they mean.

Processing Status (click to show the definition)

Processing Time

In Progress

Submitted This can take several weeks. .
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@ Account

To display a history of all invoices, click Show History. If a balance remains unpaid, click Pay to review the invoice. Only one invoice €an be reviewed at a time.

Current Account

Current ()  Show History since 2015

.I pament Descrpion | oo | ioie | pecrpoon | wmour | _oue

Outstanding Now-04-2022 706975  Student Application Fee 69300 69300 Q Print

706975 Nov-04-2022 Law Society of Alberta =~ 24266

1 Student Application Fee 210.00  210.00

1 Student Articling Admission Fee 450,00  450.00
Sub Total 650.00

33.00

CADTotal  693.00

PAY BY ELECTRONIC BILL PAYMENT (EBP)

Allow 3-5 business days from the date of payment for processing.

Certification

By dlicking I certify, | have or I will, remit payment to the Law Society of Alberta immediately and | acknowledge that my failure to do so may result in further action being taken by the Law Saciety as deemed necessary.

| CERTIFY @ CANCEL 3
i XY
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Student Application Fee 210.00 210.00

Student Articling Admission Fee 450.00

Sub Total

9

CAD Total

@ Electronic Bill Payment (EBP)

TERMS AND CONDITIONS

Terms & Conditions

ACCEPTANCE OF TERMS

By dlicking | Accept, | agree to all the terms and conditions

o E

Step 7

After you have certified payment for the Application and Admission fees, navigate back to “My
Applications” in the menu at the top right-hand corner by clicking on your name and update your
Application for Admission.

You must answer ALL questions that have an asterisk on pages 1-3. To confirm the page is
complete, the page number will be highlighted in blue.

JOHNATHAN DAVID DOE
APPLIED ONLINE

WELCOME

MY PROFILE

MY APPLICATIONS
MESSAGE US

LOG OUT
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Current Applications

current ()
=v

Application for Admission In Progress Nov-04-2022

& upATE Articling Agreement Application In Progress Nov-04-2022

X WITHDRAW
b most up to date status of your application. Please keep checking the lawyer portal for updates on the status of your application rather than contacting Customer Service as they do not have
more nformaton that what is available in the portal. Below is a list of the common processing statuses and what they mean.

In Progress

Submitted This can take several weeks.

Under Review This can take several weeks.

Complete Application For transfer applicants, this will take approximately two weeks,

For all other applicants, the Law Society requires a minimum of 30 days to process your
application once everything has been received.

/3
javascriptiocation.href="https://demo.lsamemberpronet/ssl/main/body.cfm?menu=formsSTUD8submenu=formsMEMBDetail&recordID=2760484 application_mode=RESET%27

2 PPLICAT APPLICATIONS

@ The page numbers in grey are incomplete and those highlighted in blue are complete. Asterisks indicate a response is mandatory.

APPLICATION FOR ADMISSION AS A STUDENT-AT-LAW
Form 1D 2760484

Received

Status Incomplete Nov 04, 2022
Last Updated Nov 04, 2022 12:40
Personal Address 333 11 Ave SW, Calgary, AB, T2R 1P3
Email donotreply@lawsotiety.ab.ca
Call Dates
PAGE1

0 S|

Step 9

Navigate back to “My Applications” in the menu at the top right-hand corner by clicking on your
name and then update your Articling Agreement Application.

Once this has been submitted, your principal will be required to accept the Articling Agreement
in their Lawyer Portal.

APPLICATION USER GUIDE | PAGE 8
NOVEMBER 2022



LAW SOCIETY

- 700 333 - 11th Avenue SW Phone: 1.403.229.4700
Of ALBERTA Calgary, Alberta T2R 1L9 Toll Free: 1.800.661.9003

JOHNATHAN DAVID DOE

APPLIED ONLINE
WELCOME
MY PROFILE
MY APPLICATIONS
MESSAGE US

L UT

a APPLICATIONS 6]

@ Applications

Please review the list below to confirm the application that is appropriate to your situation

Before you submit your application, review the checklist and preview the application to understand the requirements.

Current Applications

Current ( )

Application for Admission Submitted Nov-04-2022
=. Articling Agreement Application -ﬁ In Progress Nov-04-2022
3 UPDaTE
Sowiiton

most up to date status of your application. Please keep checking t
what is available in the portal. Below is a list of the common prace:

awyer portal for updates on the status of your application rather than contacting Customer Service as they do not have
atuses and what they mean.

Step 10

Confirm that your applications have the status of “Submitted”. You can monitor the status of
your application within your Lawyer Portal. Status definitions can be found below your Current
Applications.

Note that Customer Service will not have more information than what is available to yourself in
the portal.
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a APPLICATIONS a

@ Applications

Please review the list below to confirm the application that is appropriate to your situation.

Befare you submit your application, review the checklist and preview the application to understand the requirements.

New Application

Articling Agreement Application
Preview Application

Submit Application

Current Applications
current ()

=F Application for Admission Submitted Nov-04-2022
=" Articling Agreement Application Submitted Now-04-2022
This page will have the mast up to date status of your application. Please keep checking the lawyer portal for updates on the status of your application rather than contacting Customer Service as they do not have

more information that what is available in the portal. Below is 2 list of the common precessing statuses and what they mean.

Step 11

If you need to make any changes or upload any documents to your applications, you may Update
your applications. Note that when you choose to update your application, you must resubmit.
Confirm that the status of the application is “Submitted”.

. 1
'y

New Application

Articling Agreement Application

Subm [Aap-(;i\)f
Current Applications
current ()

Application for Admission Submitted Nov-04-2022

Articling Agreement Application Submitted Nov-04-2022

most up to date status of your application. Please keep checking the lawyer partal for updates on the status of your application rather than contacting Customer Service as they do not have
what is available in the portal. Below is a list of the common processing statuses and what they mean.

Processing Status (click to show the definition) .

In Progress

Submitted This can take several weeks.

Step 12

Once Membership Services has reviewed your submitted applications, the status will be
updated and all communications regarding your application will be sent by email. Please ensure
that your contact information is up to date.
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