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Much has changed since the KBA introduced its first web site in 1998. The latest version of www.knoxbar.org
has been designed to be mobile-friendly and to make a vast array of information and products accessible
to our members and the public at large. In addition, extensive attention has been devoted to maintaining

a site that utilizes the latest in online security applications.

Redesign goals included improving navigation, search results and e-commerce transactions, enhanced
browsing and searching of CLE programs, and numerous upgrades to committee and section areas which
will connect our members like never before.

You will quickly see and experience the ease of navigation, access to information and simplicity of
registering and paying for events, dues, CLE, meetings, and enjoy all of this from your desktop, laptop,
tablet or phone.

If you have trouble accessing any information on the site, please contact the KBA Office at (865) 522-6522
or email info@knoxbar.org for assistance.
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Login Instructions

HIRING A LAWYER | LAWFIRMS | FIND AMEDIATOR | LEGAL MARKETPLACE | JOIN | RENEW | CONTACTUS | LOGIN

HOW TO LOGIN

To log on, enter your username &
password to access your MyKBA
homepage.

HOME | ABOUTUS | CLE & EVENTS | PUBLIC RESOURCES | MEMBER RESOURCES | SEARCH

site Légin FORGOT USERNAME OR PASSWORD

If you have forgotten your username or
password, follow the prompts to reset

| forgot my username or password <:| yo u r | O g i n i n fo r m ati O n "

Copyright 2017, Knoxville Bar Association, All Rights Reserved DISCLAIMER | PRIVACY POLICY
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MyKBA Profile

8655226522 | info@inoxbarorg | 508 Main Street, Suite 50, Knoxville, TH 37802

THE TOOLS, SERVICES AND OPPORTUNITIES THAT HELP YOU THRIVE AS A LAWYER.

AFTER A SUCCESSFUL LOGIN

Once you have successfully logged in
to your profile you will be returned to
the KBA homepage.

HOW TO ACCESS YOUR MyKBA PROFILE

To access your MyKBA page, select the
“Member Resources” Tab and click on
“MyKBA Profile”.




MyKBA Profile

HOME | ABOUT US | CLE & EVENTS | PUBLIC RESOURCES | MEMBER RESOURCES | SEARCH

From your MyKBA Profile homepage you can view your profile,
update your contact information, change your photo, and

much more.

*To access your contact information and mailing address select
the “Update My Profile” hyperlink.

Lacey Dillon
s Update My Profile <
« Change My Login

« Update Directory Photo
= Browse KBA Online CLE
+ Access My List Viewer

+ New Member Resources
« Starting a Law Praciice
« MMembership Renewal

The Member Profile section
provides you with options to
update your member record,
review your CLE history and check
out resources available exclusively
for members. We will go over all of
these separately in the next slides.




MyKBA Profile- Update my Profile

= UPDATE MEMBER INFORMATION

Update Your Information

Use this form to update your information and press save changes when you are finished.
Quick Links to Sections of this form:

« MName and Company

= Addresses and Phone Information
+ Email Addresses

= Websites

» Additional Information to Update
» Update Member Practice Areas

» Update Mentor Areas of Practice
» Online Mediator Listing

» Update LRIS Profile Information

» Update Law Firm Online and Print
» Update Law Firm Online Listing

» Update Law Firm Print Listing

» Login Information

Save Changes

Click on the “Update my Profile” text
from the MyKBA homepage and it will
take you to the “Update Member
Information” page. Here you can edit
the information listed in the snapshot to
the left.

*Make sure you click the “Save
Changes” button before you leave the

page.




MyKBA Profile- Change Login Information

. Click on the “Change My Login” text from
the MyKBA homepage and it will take you
to the “Update Member Information” page.
Scroll all the way to the bottom to find the
“Login Information”. Enter your current
password then your new password.

*Make sure you click the “Save Changes”
button before you leave the webpage.

Login Information




MyKBA Profile- Update Directory Photo

Click on the “Update Directory
Photo” text from the MyKBA
UPDATE MEMBER INFORMATION B R e KAl ReT R el
to the Update your Photo page.
Click on the “Choose File”
button, add your jpg file, then
click on the “Upload Button”.
Ui ate: Yoiir Pliots The photo is resized to 80 pixels
To update your photo, please click the "Choose File" button and select the photo you would Wlde by 100 pixe|s hlgh The
like to use and then press the "Upload™ button. . .
= recommended resolution is no
pload New Photo ] )
higher than 72 dpi.

|- Choose File | Mo file chosen | Upload |

(Please select & JPG, JPEG, GIF or PNG file.)




MyKBA Profile- Browse KBA Online CLE

Click on the “Browse KBA Online CLE” text from the MyKBA homepage and
it will take you to the CLE Catalog. From here you can view upcoming
“Live CLE Courses” or “Online Courses”. Each page will bring you to the Cle
catalog which permits you to search courses using a variety of different
options. You can also use this link to view your “My CLE” which we wiill
explain in more detalil in |later slides.

CLE CATALOG

CLE CATALOG
Upcoming Live CLE Courses

Online Courses offered 24/7

View Purchased Programs

View purchased programs and titles in My CLE




MyKBA Profile- Access my List Viewer

LIST MESSAGES

Click on the “Access my List Viewer” text
from the MyKBA homepage and it will
take you to the List Messages webpage.
Each member must certify his or her
email address in order to use any of the
online tools and search the list archives.
Members may choose how they wish to
receive listserv messages in the settings
tab. To become familiar with the listserv
options, review the

IMPORTANT NOTE: Cerlifying your email address d
added to a list server

Next Step




MyKBA Profile- New Member Resources

MYKBA

NEWLY ADMITTED ATTORNEYS

Getting Started as a New KBA Member

Click on the “New Member Resources”
text from the MykKBA homepage and it will
take you to the New Admitted Attorneys
webpage. From here you can find a
multitude of member resources if you are
a new attorney. You will find a
downloadable copy of the New Admittee
Survival Guide, learn how to join a
Committee or Section, find out about CLE
options, discover how to sign up for court
appointments, obtain a photo ID for the
courthouse, and much more.




STARTING A LAW PRACTICE

Solo Practitioners / Starting a Law Practice

The Knoxville Bar Association offers resources to help guide you through starting a practice. Find highlights and imporant tools, resources and services that you
will use throughout your professional career to assist your clients and build your practice.

The KBA Can Help Increase Your Referral Network
Get advice from a Small Firm Law Practice Mentor
Join the Solo & Small Firm Practitioner Seciion

Make sure to take advantage of the services offered by the Knoxville Bar Association that can help you promete yeur law practice. Add your practice to the
"Knoxville Law Firms" on www knoxbar.org. Use www._knoxbar.org to provide potential clients with informafion about your practice 24/7! An online listing is a great
wiay to promote your services to potential clients and other attorneys. Find out more on how to include your practice!

Not only can an online listing help build your referral network, joining a KBA Committee or Section provides you a great opportunity to come together with your
colleagues to share insight and experience. View the Committees and Sections of the KBA fo learn more. To join 3 committee or section, please contact Wendy
‘Williams at (865) 522-6522 or jguess@knoxbar.org Or volunieer to speak at a CLE seminar on a topic in your area of practice.

Build your client base by joining the KBA Lawyer Referral & Information Service (LRIS). Customize your referrals! LRIS can help customize your panel listings so
that you receive the best referrals possible. Get started with LRIS and let us help you build your practice. Learn more about jeining LRIS. As a LRIS member you
are also invited to participate in the Speakers Bureau. This is a great opportunity to become acquainted with local businesses and individuals in our community.

KBA Solo & Small Firm Section Resources

Beginning in 2002, the KBA Solo Practitioner & Small Firm has sponsecred a continuing legal education program on how to set-up and maintain a law
practice. Download the most recent version (2010).
Knox County Governmental Law Library Information
Solo & Small Firms Not Goin' It Alone
DICTAoften has at least one article related to solo and small firms located in the section titled Sole & Small Firms Not Gein' It
Alone. We've gathered recentDIC TAarticles from that section so you den’t have to dig through past issues!
Articles About Growing Your Practice
Ignorance is Bliss: Confessions of a Guy on a Ladder(August 2013)
By Jesse D. Nelson, Law Office of Jesse D. Nelson, PLLC
Musing on Marketing in @ Small Firm Environment(December 2013}
By Anne M. McKinney, Anne M. McKinney, P.C.
Marketing Curing Visiobibliophobia and Making Networking Worlk for You(September 2013)
By Sarah C. Easter, The McKellar Law Firm, PLLC
Marketing for Small Firms and Solo Practitioners(September 2014)
By Shelley S. Breeding and Stephanie Prager, Breeding & Lodato, LLC
Hot Tub Lawyer Time Machine (Without the Hot Tub)April 2014)
lliam E. Maddox, Jr. LLC

MyKBA Profile- Starting a Law Practice

Click on the “Starting a Law Practice”
text from the MyKBA homepage and it
will take you to the Starting a Law
Practice webpage. From here you can
find multiple resources to help guide you
through starting a practice. Find
highlights and important tools, resources
and services that you will use throughout
your professional career to assist your
clients and build your practice.




MyKBA Profile- Membership Renewal

Click on the “Membership Renewal” text from the MyKBA
homepage and it will take you to the Renew Subscription webpage.
From this page you can renew your membership during the
Membership renewal process that starts in December of every year.

RENEW SUBSCRIPTION

Membership Renewal




MyKBA Profile- KBA News

— This is where you can

B Y A quickly see the recently
[ e honuat ey added new items. If you
7B Loget e Profct e Now Avatae [N Comes s i A N S S A S TR click on them individually it

« Proposed Amendment to Rule 8, RPC 3.4
N 11T Ty TRy rciermmnt Weather Pobcas for East T

Online ~y Weather

« Barristers Canned Food Drive Results R will jUSt take you to Only
ot o fome e that particular news item. If
Click here to read Legal News | you click on the “View all
News Items” it will take you
sl i - : > , to a page so that you can
T — scroll through all of the KBA
4 P ot L i o o e News Items. If you click on
80, AN B was nadunted At Paul Wehmelor 3nd Matthiw Knable, Co-Crain of Vounteo! Breartast Commess. won the “Read Legal NeWS” It
e s will take you to the Legal
emateteinc oo P e R News webpage so that
you can read state and
national news stories.

Inclement Weather Policy

TBF Legal History Project Interviews Now Avallable online




MyKBA Profile- Announcements

e

» Law Office Tech Committee Meeting scheduled for
February 6, 2018
s Law Office Tech Committee- Cancelled for January

KBA LAW OFFICE TECHNOLOGY & MANAGEMENT COMMITTEE This is where you can quickly
. i:cig;:to..ustice Committee Meeting is January @, See announcements
poce TumiermseaT regarding any committees

« Access to Justice Committee Update November

2017 or section you are a
o oo e S T O B W T B mnember of. If you click on
an announcement, it will
take you to the committee

or section e-community.

Law Office Tech Committee- Cancelled for January 2, 2016

The KBA Law Offiee Tech Commitee wil net meet en Janusry 3, 2018, The et mesbng wil be on Februpry 6, 2018,

of he Commis




Quick Links My Recent Searchas

i

Quick Links is where you can quickly and easily access different parts of
the KBA website. If you click on each individual link it will take you directly
to that page.

Q.
N
B
»
B D
i,




SHEAEIES] My Recent Searches

My Recent Searches is where you can quickly access any previous
searches that you have done on the KBA website.




(FAN I [Vly Registrations My CLE History

The Live CLE tab is an overview of the upcoming Live CLE courses
sponsored by the KBA. Click on the name of the program to read a
detailed course description and register for the CLE course.




Live CLE My CLE History

You are currently not registered for any Events My Registrations is where you can see a list of all of your upcoming CLE
registrations. You can click on the name of the CLE program and it will
take you to the event page where you can view the program details.




MyKBA Profile- My CLE History

(N0 |y Registrations —

» Dealing with the Sovereign Citizens Movement in -~ &
East Tennessee

» Mew Probation and Parole Option: Day Reporting
and Community Resource Center

» Probate and Estate Planning: Legislative Update
and Other Interest ltems

» Hit the Dirt Again: Issues in Real Estate,
Condominium Law and Bankruptcy

» Recurring Issues in Bankruptcy

If you click on the “My CLE History” tab this will take you directly to the
page below. This is where you can view all of the CLE courses you have
attended or viewed online. You will be able to see how many CLE & CME
credit hours you have earned through the KBA and the status of any
online CLE programs you have registered for. You can also begin or
re-enter your online program through the status column.

Member Number: | Must enter member number

Select your dates: 112017 B ¢ [ 122972017 B Fifter Report

Live CLE
Nothing to report during the selected period

Online Courses

Date Title

Evidence Errors to Avoid

The Evlving Legal Marketplace

ciation reports credit for paid attendees with completed affidavits to the Tennessee CLE Commission no later than 30 days after the CLE

865-522-6522 or Email cle@knoxbar.org



Upcoming Events My Events

This is where you can quickly view all of the upcoming non CLE events,
including meetings, happy hours and other networking events. You can
click on the individual links and it will take you directly to the event to

o8 View the Full Calendar view additional details about the upcoming events.




Upcoming Events My Events

My Events is where you can quickly view all of the upcoming non CLE
events you have either registered for or may be interested in due to your
committee or section membership. Click on the event name and it will
take you directly to the event page where you can review the event

time and location.

) View the Full Calendar




MyKBA Profile- My E-Communities

My E-Communities

As a member of a committee or section, you will have access to their e-community within
your MyKBA Profile. When you click on (View), it will take you directly to that committee or
section’s e-community (see image below).

Each e-community will have the following tabs: Home, Directory, Lists, Files, Calendar,
Announcements, Photos and Videos. As a member of the committee or section you will have
access to each one of the tabs.

In the directory tab you will find a list of all the committee/section members with contact
information. The Lists Tab will take you to that committees listserv (if applicable). The files tab
will let you view documents that have been uploaded as resource material or meeting
handouts. The calendar tab will show all the events that are tied to that specific committee or
section. The Announcements tab will display all the committee or sections upcoming
meetings or other announcements. The photos and video tab is where you can view or add
photos or videos to the e-community that are related to the committee or section.

KBA SOLO PRACTITIONER & SMALL FIRM SECTION

KBA Solo Practitioner & small Firm Section




New FileShare Docs is where you can quickly view all of your files from each
 Access fo Justice Calendar - updatec of your e-communities. You can click on the name of the file to see
are: Files (Updated 12128/2017) information about the document and download the file.

ask Management and Billing Remotely

s (Updated 11/20/2017)

tarted Setting Up a Paperless Office




EVEERIEEIEE My File Downloads My File Downloads is where you can quickly view all of the files downloaded
Jtration Form from the KBA website.

= 2017 Inclement Weather Policy

2017 Inclement Weather Policy
« Release members

Mailing list release for members

AutcmobileandTraffic




1o ot ey ot e e Past Due Invoices is where you can quickly view all of.your pgst qu invoices
' and pay them online through the KBA website. Just click the individual link
= View All Past Due Invoices and it will take you to a secure webpage to process your credit card
payment.




DO YOU HAVE
ANY QUESTIONS?

Contact Us:

lation | 865-522-6522 | www. knoxbar.org

SSOC



