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LEXISNEXIS® ACCOUNT CENTRE
QUICK REFERENCE GUIDE

This guide shows you where to find—and how
to use—LexisNexis Account Centre features you'll Contents
use often. Keep this guide handy for reference. Getting Started: Home
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*Please note: All screens shown may change slightly as new sources, features and enhancements are added. Please contact your Account Rep with any questions.



Getting Started: Home

Account Centre

2 1 LexisNexis - Canada
Ha
G i ¥ 111 GORDON BAKER D, NORTH YORK, Orearig M2H 311 | +1[337) B45-6500
Invoice & e Open Invoices
Payment
Yiou have now ’!|:aIU Invoices.
Users

Organization

G Usage

Most used sources

[ {

CACASES-52% M CACASECITATORS -24%
B CACASESUMMARIES-9% CATEXTBOOKS - 6%
OTHERS-&% CAQUANTUMS - 3%

View usage et with Powerlmvoice™ (21

e Quick Links

Satee parymont method o set w9 automatic payments. Ao v uzer

Wiew content subscription

View

et ID/Master settings

View location

G Notifications

You have no nottficstions.

View All Notifications.

e Support

Contact Customer Support
1-800-387-0899 (Ganers| Support)

Help Topics
Getting started with LexisNexis® Aocount Canter

Help

Granting product scoess to users

The LexisNexis Account Centre home page gives you access to all your account tasks, plus at-a-glance information about important

areas of your account.

0 The global Navigation Bar provides access to Support
options, Notifications, LexisNexis Products, and Sign in
Profile options

e The left Navigation Bar provides access to invoices and
payments, users, and organization information.

G The Open Invoices pod provides access to pay an invoice,
review openinvoices, or set up payment preferences such
as a credit card or bank account.

Q The Quick Links pod on the right side of the page
provides quick access to frequently-used tasks.

The Usage pod graphically depicts the most used content
types and includes the option to view usage data within
Powerlnvoice.

Notifications. The administrator will receive notification
for changes to payment information such as delete credit
card, delete bank account, update credit card and update
bank account.

The Support pod contains options for contacting
Customer Support as well as Help topics and online
tutorials.

*Please note: All screens shown may change slightly as new sources, features and enhancements are added. Please contact your Account Rep with any questions.
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Getting Started: Global Navigation Bar

LexisMexis® Account Centre

f LexisNexis - Canada
Home
¥ 111 GORDOMN BAKER RD. MORTH YORK, Ontario M2H 3R1 | +1(937) 865-6800
Invoice & Open Invoices Quick Links
Payment
You have no unpaid invoices. Seve prymenl methexd or set up itomatic Addd newr user
Py
s Payment Preferences Wiew content subseription
Users

View all invoices and make payments Wiew Client ID/Matter settings

m Wiew lecation

Organization

Usage Notifications

0 LexisNexis Account Centre. Click to return to the
LexisNexis Account Centre Home page.

e Support. Click the drop-down menu to view the
Customer Support phone number, access Help screens,
and provide feedback or suggestions.

G Notifications. The administrator will receive notification
for changes to payment information such as delete credit
card, delete bank account, update credit card and update
bank account.

Q LexisNexis Canada Products. Click the drop-down menu
to access additional products.

G Hello, admin! Click the drop-down to edit profile
information and sign out.

*Please note: All screens shown may change slightly as new sources, features and enhancements are added. Please contact your Account Rep with any questions.
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Invoice & Payments

Accessing Invoice & Payments
This information can be accessed through the Open Invoices pod or from the Invoice & Payments tab on the left navigation bar.

LexisMNexis® Account Centre

f Invoice & Payment

Home

B

Invoice & 0 Invoices e-’z;_:‘."_; Receivable G Dunming Letters e Credits

Payment

Users $175.11(CAD)

“' ] Show unpaid invoices only
Organization

Invoices Payment Preferences

Dewmnioad Invoice and Payment History

0

A 12 Jun 2016 - Invoice 3490001889 @ $90.38 CAD
e Raport

Onoute pay
NPHXCISIT R5.3 CYCLE § SCENARID 22 m

Invoices. Use this page to view your invoices, view or Dunning Letters. Use this page to view or print Dunning
print a PDF of an invoice or tax statement, and make Letters for your account.
payments.

e Credits. View or print credit memos for your account.
e Accounts Receivable. This page allows you to view

or print accounts receivable statements. You may also

request an accounts receivable statement here.

*Please note: All screens shown may change slightly as new sources, features and enhancements are added. Please contact your Account Rep with any questions.
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Invoice and Payments: Invoices

LexisNexis® Account Contre

odusts ¥ D Hello, Canada! ¥

f Invoice & Payment
Home
Invoices Payment Preferences
o]
Invoice & Invaices Accounts Recevable C Lette Cred
Payment
Diowmlaad Invaice and Payment History
4 ©

Users $175.14(CAD)

“* o W] Show unpaid invoices only

Organization
0 [B 12 Jun 2016 - Invoice 3490001889 @ $90.38 CAD

« Repart [

O auts pay

NPHXCTSIT R5.3 CYCLE 5 SCENARIO 22 e m

0 Show unpaid invoices only. Select this checkbox to see
only open invoices.

9 Pay Total Balance. Select this button to pay the entire
amount owed for this account.

G Make Payment. Select this button to pay specificinvoices
or multiple invoices.

o Cresit Card e Buk Accourt

I Sy vk cardiceesly dor quick paymaneL

U »barie sommune dor parpmaney

===
Ulsers

Q-
L '

R

L MYP M = (555« Teuting - Canacla Aato-pary han not been 1t up For B sccount

Use this page to save a credit card or bank account to use when paying invoices, or to set up automatic payments.

Q Credit Card. Select this to save or edit a credit card for G Auto-pay. View summary of auto-pay settings for your
making payments. account.

G Bank Account. Select this option to save or edit a bank Q Edit auto-pay. Click this button to edit or set up auto-
account for making payments. payment for your account.

*Please note: All screens shown may change slightly as new sources, features and enhancements are added. Please contact your Account Rep with any questions.
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© Hasl, Compede’ =

User
Users

Invoice & e Marrow By
Payment
I Sesrch by neme or ID. Separate multiple names or IDs witha B Startus ~ Location ™ Product Access ™
Users
Aazive X o
it AECBEFGH I JKLMNOD STV o
Organization

John Smith G

Status:® Active ~  Role: Admin ~

e Dietslls m Product Access 0 Uzage

D

SandyAlian

Fmail

Sandy AllenSlexisnexis.on

Location
111 GORDOMN BAKER RD, NORTH YORK, Ontaria M2H 381, Carads

Time Zune

Eastern Standard Time:

Display Preference

Cansdisn Engfish

Use this page to manage users within your organization.

Add User. Select this to add a new user to your
organization.

Narrow By. Search by name or ID. Use one or more of the
filters in this area to narrow your search.

Download List. Select this to download the complete list
of users.

Status. Select this drop-down list to change the status.

Role. Select this drop-down to change user’s role.
Choices include end user and admin.

@0 ® © ©

Reset Password. Select this toissue the user atemporary
password.

@ Details. Select this tab to view and edit the general
information for the user.

0 Product Access. Select this tab to view and edit the
user’s product access.

0 Public Records. Select this tab to view and edit the user’s
public records access.

o Usage. Select this tab to display usage information for the
user.

*Please note: All screens shown may change slightly as new sources, features and enhancements are added. Please contact your Account Rep with any questions.
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Users: Add User

LexisMexis® Account Centre

& Helia Canade’ -

1. 1 Users 0 m

coount Centre

© Add New User

Select the location you want to add the new user to.”
111 GORDON BAKER RD, NORTH YORK, Ontario M2H 3R1 i

Note: when cresting mutiple users ot once. all users will DE 05SENOd The SaMe ICoToN and Product HCCess.
First Mame* Middle Name Last Mame* Email Address®

ohnsmithiEya hoo.com

G Create Additional Users

e @ Email ID and Password to user

L1 Send user |D and password to me

Q Product Access

1 Lexis Advance® Quicklaw

G E3

o Click the Add User button. G To create additional users, Click the Create Additional

e Insert required information (identified by an asterisk). Users button.

G Select desired deliver option. By selecting either of G Click Submit.
these, an email will be sent to the selected party. You @ Confirmation Screen. This screen instantly provides the
are not required to select a box. This ID and temporary created user’s ID and temporary password, which can be
password will be displayed on the confirmation screen. downloaded or emailed to the administrator.

Q Insert check mark next to desired Product Access. 0 Add as admin. Click this button to allow the end user to

be created as an administrator.

LexisMexis® Account Centre Osupport = P nouifuations *  LexsMeadsBProcuess & Hallo, Mina! +

Name: Lesis, John ()

Email: Johniexisgiexisnets ca
o User 1D: johnlexis.

lemporary Password: wzafWon

You have successfully
created Lusers

0 Add a5 admin

Download Uses Information  Email User Information

*Please note: All screens shown may change slightly as new sources, features and enhancements are added. Please contact your Account Rep with any questions.
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Users: Narrow By

count Centre

B s
Home
Users
e @ e © 6 ©
Payment
I Szarch iy neme or 1D Separste multiple names or IDswith s Status ™ Loestion ™ Product Access ™
Users
At 3 Coar A1
it @ :coc <~ Lwow o : e @
Organization
John Smith
Status: @ Active = Role: Admin - Reset Password

Detalls

Sandy Allen8lexznexs.ce
Location

Time Zone
Esztern Stancerd Time

Display Preference

Canacian English

o Search by Name or ID. Enter the name or user ID of
the user whose information you want to find. Separate
multiple names or IDs with a semicolon.

@ status. Select from this drop-down to narrow your search
to users with a specific status (active, suspended, or
deleted).

G Location. Select from the location pull-down filter to
narrow your search to users at a specific location.

Product Access

111 GORDON BAKER RD, NORTH YORK, Ortario M2H 381, Canace

G Product Access. Select from the product access pull-
down filter to narrow your search to users who do or do
not have access to specific products.

All/A..Z. Use the alphabet list to filter on the user’s last
initial.

G Admins. Select this button to display a list of users who
are administrators.

e Active users. The list is defaulted to view only users with
active status.

*Please note: All screens shown may change slightly as new sources, features and enhancements are added. Please contact your Account Rep with any questions.
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Users: Reset Password

I Searchivy neme or ID_Separste multiple names or IDs with s Status Location ™ Product Access ™

Users
Aot X (=

m EIASC:E G H J K LMNZDOP ]

Organization

v ow Admin

w

Dowrioed List

John Lexis

Status:® Active = Role: Admin - e Reset Password

Password Reset X Product Access Uszz=

Are you sure you want to reset the password for Lexis, John? E
Mame
Lexis. John

User 1D
john.lexis

Emai
john lexis@lexisnexis.ca
[0 Emall this Infermation 1o the user

O Email this information ta me e Select the Reset Password button.

e Rest Password E e Select if you want this information emailed to the user
and/or to you. If the user has signed in, to any LexisNexis
research product, you will not have the option to supress
the email to the user.

e Click Reset Password. The user’s ID and temporary
password will then display.

Users: Edit User Details

I Sesrch by neme or ID.Separate multiple nemes or IDswiths Status = Locstion ™ Product Access =
Users
Active: 3 Claar AF
m Elr.s::f G H J KLMNOLDODFP LB T VoW Admin
Organization
Diowrigad List
John Lexis
Statws:® Active - Role: Admin - Reaet Password
Eait User: John Lexis x
Dietalls Product Access Uszge
G First Mame® Midale Mame Last Name* e E
lohn Lexis

Role
End Uz=r

D

jahnless

Email*

e Select the Details tab to see general information for the
user whose name is displayed.

johnlexls@lexlsnexls ca

Location* e Click the Edit button to edit the information for the user
111 GORDON BAKER RD, MORTH YORK, Ontario M2H 31[+] whose name is displayed.

Time Zane* G Make changes.
Eastern Seandard Time E

Q Click Save.

Dizpley Preference’
Cenadian English

Langusge Preference”
Cenadian English

om

*Please note: All screens shown may change slightly as new sources, features and enhancements are added. Please contact your Account Rep with any questions.
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Users: Product Access

e | Users m

Home
Users
Invoice & Narrow By
Payment
Search by name or ID. Separate multiple names or IDs with a Status = Lacation = Product Access =
Users

Active XK Chear All

“' Al A B C D E G H | J KjL|IM N O P R 5 I v oW Admin

Organization
Edit User: John Lexis =
John Lexis
Producl Access Status: ® Active - Role: End User = Reset Password
w1 Lexis Advance® Quicklaw [ Details o Product Access Usage

@ Criminal | aw Fssentials e m
& | exis Advance Quicklaw Comprehensive Lexis Advance® Quicklaw
# Lexis Advance Quicklaw | undamentals Crienioal Law Esssralels Lexts Advanos Quicklaw Comprehensive
w7 LexisAdvance® Quicklaw® Lexis Advance Quicklaw Fundamentals Lexisdchvance® Quicklow®

1 Litigation Profile Suite
O Litigation Profile Suite - Attorney Profiles - Reports Only
[ Litgation Profile Suite - Expert Witness Profiles - Reports Only

L1 Litigation Profile Suite - Judge Profiles - Reports Only
L1 Other Product

O Verdict and Settlement Analyzer

6

o Product Access. Select this tab to see the products that
the user whose name is displayed has access to.

Q Edit button. Select this to edit product access for the
user whose name is displayed.

Make desired changes using the checkboxes and then
click Save.

*Please note: All screens shown may change slightly as new sources, features and enhancements are added. Please contact your Account Rep with any questions.
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Users: Usage

| exisNexis Canada

Status: ® Active *~  Role: Admin Reset Password

Delails Product Access Public Records Usage

Top 8 sources Used

2

o

USLEGAL TOPIC SUMMARIES - 4 7% SHEPARD'S - 40%
B USSOURCE GUIDES- 7% USCASES- 7%

Select this tab to see usage information for the user whose name is displayed.

0 View usage data with Powerlnvoice. This hyperlink will
take you directly to Powerlnvoice for detailed usage data.

e Usage Graph. This provides a visual representation
of usage per the most-used content types along with
percentages.

*Please note: All screens shown may change slightly as new sources, features and enhancements are added. Please contact your Account Rep with any questions.
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Organization: Location Details

-count Centre

= | Organization
Home
Locatian Details Cantent Subseription Cliant/Matter ID Sattings
Invoice &

Pyt LexisNexis - Canada

I ! Phone Mumber e Customer Mumber e Public Records
NOPUBLIC RECORDS

Users

‘** G Locations Q
2 et Canada
Organization All N

* NORTH YORK

111 GORDON BAKER RD Phane
MORTH YORK, Ontario M2H 3R1 +1(937) 865-6800
Canada

o Delete @ Active Users
99

Public Records
NO PUBLIC RECORDS

You may review and manage the locations (places of business) for your organization.

0 Phone number. Displays the phone number for your G Locations. The address(es) for the place(s) of business for
organization. This may be edited by clicking on the pencil your organization.
icon.

G Delete. You can delete a location from your organization.

e Customer Number. e Active Users. Selecting this hyperlink takes you to the list
e Public Records. The public records access level for your of active users at this location.
organization.

Q Add Location. You can add a new location to an account.

*Please note: All screens shown may change slightly as new sources, features and enhancements are added. Please contact your Account Rep with any questions.
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Organization: Add Location

LexisMexis -count Centre

= | Organization
Home
Locatian Details Cantent Subseription Cliant/Matter ID Sattings

VIR LexisNexis - Canada
Payment

n Phone Mumber Customer Mumber Public Records

# NOPURLIC RECORDS
Users
‘ﬂ Locations o
Canada
Organization Al N

* NORTH YORK

111 GORDON BAKER RD Phon
MORTH YORK, Ontario M2H 3R1 +1(937) 865-6800
Canada o
Delet Active Users
Ueilete

99

Public Records
NO PUBLIC RECORDS

Add Location X Add Locatlon x Add Location x

Friter Addilress Wialicdate Ackh e Comfirmation . .
Enter Agdress Valigate Address Confirmation Fnter Address Validate Address Confirmation
e Country”

Canada e We have validated the addrecs you entered against our 1he following address has been added.
data base and found a match. Flease make a selection.
Address 1 - g
CH 105 Gordon Baker Hd
Q Valldated Address! North York, ONTARIO
105 Gordon Baker Rd M2H 3P8
North York, ONTARIO Canada
M2H 3P8

City/Suburb Canada
B Close

Address as Entered:

5|f.-|.~r’Tn-n i.uu ¥ 105 Gordon Baker Rd
Select a State/ | erritory [ Merth York, ONTARIO
Pastal Code M2H SR1
B2C 182 G

Wark Phona® Pleace enter a phone number of the formm (OO0 X000 000

[MO0K) XNX-HENX

G m cancel
oem

You can add a new location to an account through LexisNexis Account Centre..

o Select the Add Location button. G Select Add.

e Complete the required fields, indicated by an asterisk. o Confirm address by selecting Close.
G Select Next.

Q Validate address.

*Please note: All screens shown may change slightly as new sources, features and enhancements are added. Please contact your Account Rep with any questions.
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Organization: Delete Location

LexisMexis -count Centre

e | Organization
Home
Location Details Cantent Subseription Cliant/Matter ID Settings
'F',‘_‘“’"E& LexisNexis - Canada
ayment
” Phone Number Customer Number Public Records
# NO PUBLIC RECORDS
Users
i** Locations
. L Canada
Chrganization All N

=~ MORTH YORK

111 GORDON BAKER RD Phone
NORTH YORK, Ontario M2H 3R1 +1(937) 845-6800
Canada

Delete

Active Users

9

“} Support = P Notifications ~ LexisMexis® Products = & Hello, Mina! =

LexisMNexis® Account Centre

Home e Re-assign Users & Delete Location

o]
Invoice &

Payment G Re-assign users to

F

Users ® 111 GORDON BAKER RD
NORTH YORK, Ontaria M2H 3R1

it

Organization

There's 1 Users associated with 105 Gordon Baker Rd, North York, Ontarlo M2H 3P8 . Please select a location below for these users before deleting

Delete Location

105 Gordon Baker R, Morth York. Ontario M2H 3P8

o] —~ B

You can delete a location from your organization through LexisNexis Account Centre.

o Identify the location you want to delete and click the e Select the new location you want to assign the users to.
Delete [ink. Q Select Delete under delete location.

G The re-assign users and delete location page will pop
up, indicating the number of users that must be assigned
to a new location.

*Please note: All screens shown may change slightly as new sources, features and enhancements are added. Please contact your Account Rep with any questions.

14




Organization: Content Subscription

ccount Centre

. | Organization Q
Home

Laeation Deatails Content Subseription Client/Matter 10 Settings
Invoice &
Payment
Enter a Search Term

“' A Practical Guide to Qutsourcing Agreements (Viereshack) (Origl
Organization
Abrégé de jurisprudence - Assurance-emploi (Orig)
Abrégé de jurisprudence - Brevets (Orig
Abrégé de jurisprudence - Congédiement injustifié (CQuébec) (Orig)
Abrégé de jurisprudence - Diroit eriminel (Orig)
Abrége de jurisprudence - Diroit d'auteur (Orig)

Abrégé de jurisprudence - Immigration (Orig)

Wps://accountcenter lexisnexis com/csspdashbosrd o

a [ oomios
Users GABCDFI’\’.—HIJKI\ANGPOR

You can view and download the list of publications your organization is subscribed to or search for a specific publication

through LexisNexis Account Centre

0 Select the Content Subscription tab.
9 To find a specific publication, do one of the following:

-Enter the name (or part of a name) in the search box and
select the Search button to find a publication.

-Use the alphabetical list to search for a publication
alphabetically.

-Select a page number at the bottom of the page to
display the next group of publications or use the right and
left arrows to page through the list of publications.

@ click Download to download the list of all publications
the organization is subscribed to so you can save or print
it.

*Please note: All screens shown may change slightly as new sources, features and enhancements are added. Please contact your Account Rep with any questions.
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Organization: Client Matter

count Centre

Home
Location Details
Invoice & MWMandatary Client
Payment -

Yes

o § Organization o

Content Subscription Client/Matter ID Settings

4 _
Users e Client/Matzer ID format

MNMAAAA IO,

i

Organization

You can set or change the Client ID settings for your organization through LexisNexis Account Centre

Select the Edit button.

information).
Click Save.

© 00O

Value
Client ID mandatory

Client/Matter ID format

Use third-party validation
Client Validation URL

Test URL to enable client
validation (optional)

@ LexisNexis

Select the Client/ID Matter Settings tab.

Edit settings as needed (see the chart below for more

Description

Select this to require users for this organization to set a Client ID when signing in to LexisMexis® Account Center.

Enter the format the client/matter ID must conform to.
¢+ M- means 0-9 is required
o ¥ - means 0-9 and A-Z are acceptable
& A -means A-Z is required
* B - means a blank is required

The identifier you enter must match the displayed format character for character. For example, if the displayed
format were XXXB##-#2, vou would have to enter a 9-character identifier consisting of 3 alphanumeric
characters, followed by a blank, 2 numeric characters, a hyphen, and 2 more numeric characters.

Select this if you are using a software-based client validation application such as LexisMexis® Cost Recovery
Manager, Lookup Precision, Research Monitor, or Onelog.

If yvou are using a URL-based client validation application, enter the URL here.

If you are using a URL-based client validation application, enter the URL here.

*Please note: All screens shown may change slightly as new sources, features and enhancements are added. Please contact your Account Rep with any questions.
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