Instructions to Renew Parent Attorney Roster Status
by Submitting Annual CLE Courses

1. Go to http://www.mncourts.gov/GovernmentPartners.aspx#tab03ChipsParentsAttorneyRoster
and click on the “CHIPS Parent Attoreny Roster” tab and then click on “Apply to be listed on
CHIPS Parent Attorney Roster.”

2. Click on “Log in/Register,” which will take you to the “My CourtMN” page.

3. MyCourtMN is a gateway for accessing Judicial Branch electronic applications, such as the Parent Attorney
Roster (PAR). On the MyCourtMN log in page, type in your email address and password and click on “Log
In.”
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4. To renew your Parent Attorney Roster (PAR) status by submitting your 3 hours of annual CHIPS CLE credit,
click on “Enter Roster Information.”

5. Click on “My Parent Attorney Roster Application.”

6. If you are within the appropriate timeline to enter your annual CLE credits, you will see an option to click on
“Renew Application.”

NOTE: The PAR will not permit you to add annual CLE credits sooner than 3 months before your current
application/status on the PAR is set to expire. If you attempt to enter your annual CLE credit information too
soon, you will receive the notice below stating the date your application expires and the soonest date you can
renew your application by submitting your annual CLE information. Each year you will receive an email 90
days before your expiration date reminding you to submit your annual CLE credits.
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7. Check the box next to the course(s) you attended and click “Submit Renewal Application.” Click the single
arrow to go to the next page of courses. Click on any column heading (e.g., course code, event date) to sort
by that column. If you attended a CHIPS course not on the list, please contact Judy Nord at
judy.nord@courts.state.mn.us and provide the name and date of the course and the approved CLE number.
You will be notified if/when the course is added to the list.
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8. If the course(s) you attended total at least 3 hours, you will receive immediate notification (see example
below) that your status on PAR has been approved for another year. You will need to repeat the PAR
updating process annually. Each year you will receive an email 90 days before your expiration date
reminding you to submit your annual CLE credits. Click Log Out to exit the application.

9. If the course(s) you attended do not total at least 3 hours, you will receive a notice (see example below)
stating you do not have sufficient hours of approved CHIPS CLE credits to renew your application and you
must return to PAR by your current PAR expiration date to add additional credits. The CLE information you
have already added will be retained. If you do not submit additional CLE courses on or before your current
PAR expiration date, your name will be removed from the roster of qualified parents' attorneys and you will
need to reapply. Click Log Out to exit the application.
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