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LexisNexis Total Alerts powered by Ozmosys® offer 
e-mail consolidation for high-value information 
as well as content distribution strategies for 
organizations worldwide. In effect, Total Alerts acts 
as an intermediary between content aggregators 
and your professionals, directing them to the 
most vital updates from fee-based news services, 
aggregated content and information from the  
open Web. 

Here’s How to Add or Remove Alerts—or 
Change the Sequence of Your Total Alerts

First, Sign on to your LexisNexis Total Alerts 
manager:
  
A.	 Click on Sign On to LexisNexis Total Alerts  

in the upper right-hand corner of your daily  
Total Alerts e-mail. (See screen at right.)  
(OR go to http://www.lexisnexis.com/alerts/ 
and click Sign In at the top of the screen.)

B.	 Your Username is your e-mail address, 
e.g., janedoe@lexisnexis.com. Your default 
password is your company name, for  
example, lexisnexis

C.	 To edit or personalize your profile, click  
Set-Up located at the bottom-left side of  
the menu.

LexisNexis® Total Alerts 
Quick Tip Sheet

Customize LexisNexis® Total Alerts to  
See Only the Content You WANT to see!

See back for more steps



More on Adding, Removing  
or Changing the Sequence  
of Your Total Alerts

After you Sign On to your LexisNexis 
Total Alerts manager: (See front page)

To Remove Alerts:

1.	 Scroll down until you see  
the Current Alerts box.  
(See screen at right)

2.	 Highlight an alert; just click it  
once with your mouse.

3.	 Click the Remove Alert button.

4.	 Repeat steps 1-3 as needed to 
remove additional alerts.

To Re-Sequence Alerts:

1.	 Scroll down until you see  
the Current Alerts box.  
(See screen at right)

2.	 Move an alert up or down. Just 
highlight an alert and just use the 
Move Up or Move Down buttons.

3.	 After moving each alert, click Save. 

To Add Alerts:

1. 	 Click Web Alerts, Federal Register or Premium (if available) above the  
Current Alerts box. (See screen above)

2. 	 Select Unassigned Alerts at the top of the screen to view available alerts.

3. 	 Use the Category drop-down box to place the alert selection within a  
particular topic.

4. 	 Select an alert; just check the box in the Assigned column. (You may select 
multiple alerts.)

5. 	 Click Save. 

6. 	 Click Next if this button is visible so you can see more alerts. Repeat steps  
4-6 as needed.

7. 	 Always click Save before moving on.
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