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Welcome to LexisNexis® University

LexisNexis University (www.lexisnexis.com/university) delivers a centralized scheduling and 
registration site for all Practice management and Client Development training sessions.  This 
easy to use tool allows customers and CICs to select by product, location, or class type, and 
then choose the training that best fits their needs.

www.lexisnexis.com/university


 Login

To access the site, click on Login link on the upper right of the home page or the top of the     
left navigation.

   
                          
That action will take you to the Login to LexisNexis University page.
 

If you have not created a profile, click on the Create New Profile link.

If you already have a profile created, simply enter your username and Password in the 
appropriate fields, and click Login or hit the Enter key.

If you forget your Username or Password, you may click on Forgot Password? Or 
Forgot Username?  The pop-ups (shown below) allow you to enter the email address on file in 
your profile.  You will receive an email with your Username or Password.  However, if you enter 
an email address that does not match the one in the LexisNexis University (LNU) database, you 
will receive an error message, such as the ones shown below.

A.

B.

C.

D.

E.



Creating a New Profile

From the Login page, select Create New Profile.

Be sure to include your 7 – or 10 – digit account number.  Choose Group “N/A” if you have 
not been assigned to a specific group (like CIC, LNTPA, etc.).

Complete profile details, then click the Submit button at the bottom of the screen.

A.

B.

C.



Searching for Classes

Submit a simple search from the home page, using the search box located at the top right 
side of the page.

 

Select Current Classes from the left navigation menu. 

 

This will display a page which lists current classes that can be both browsed and searched.  

To perform a simple search for a specific class, enter text in the search box and 
click Search.
 * Selecting Display All Maintenance Plan Classes will display only  those classes.

 

To narrow your searches more, click on the Advanced Search link to expand the additional 
search criteria selections.  Search by specific type of class, product line, Location and start 
and end dates.  Click Search to initiate Search or Reset to start over again.

A.

B.

C.

D.

E.



The search results section will display details such as:  class name, location, time, class type, 
seats available, price (in USD), pre-requisites, start date, end date and description.

   * To access additional pages of classes to browse through, click on the page number  
    links provided at the top and bottom of the page. 

 * To increase or decrease the number of classes being displayed on the page, select  
    the specific number of Products per page from the drop down menu listed at the  
    top of the class listings

F.



Class location – For classroom training, the location displays on the Current Classes 
page.  Click the link, which includes the city name, to access more details about the 
class location, nearby hotels, airports, etc.

G.

 



Class Registration

To register for a class or exam, whether you are taking it online or in a classroom, click 
Add to Cart next to the class title.  Or click on Add all to Cart, if available, for the option of 
registering for a discounted bundle of related classes. 
  * If you are not currently logged in, clicking the Add to Cart button will take you to   
       the Login page.  
 * Note:  Registration is required to participate in a class.  
 * If you are visiting LexisNexis University for the first time, you will need to create a  
    profile, as explained earlier under Creating a Profile.  It may take 24 business hours  
    for your profile and customer account number to be recognized by LexisNexis 
    University.  

    

 

  

Clicking on either link will add the class to your cart.  You may continue shopping or proceed 
to checkout.  If you wish to check out, click on the                                                            link at 
the top right hand corner of the page.

The pop up that appears will show all the classes you have added to your cart.  To remove 
a class, click the (x) next to the class listing.  To proceed to checkout, click Review Order & 
Checkout.

A.

B.

C.



This will take you to the Review & Checkout page.  This page shows the details about 
the class or exam, such as the name, dates, type, CLE information, and price (in USD).  If 
you have a promotion code, enter it in the box available for the class and click 
Update Cart.  The price will update.

 

If you have picked the wrong class, select the Remove from cart box and click Update 
Cart.  If you want to look at the available classes list again, click the Continue Shopping 
link.

The Review and Checkout Page asks whether or not you are taking this class for CLE 
credit.  Check the box if you want to receive CLE credit.  

To proceed with checkout, click the Checkout button.

D.

E.

F.

G.



After clicking the Checkout button, the Payment Information page appears.  

 * If you are using your own credit card to pay for your training, you may simplify  
    your registration by clicking the box at the top left next to Populate data from  
    my profile.  LNU will automatically fill in the information on file, thus leaving  
    only the payment details for you to complete.  Ensure the name and address on  
    the credit card match the information on this page, particularly if you are 
    using someone else’s credit card. 

 * If the class is free, or you have used a promotion code that zeroed out the  
    price, this page will not ask you for credit card information. 

 

Once all required fields are input, click Submit

Please note that LNU’s site is secure to protect your payment information.  We use 
secure socket layer (SSL) software, which is the industry standard and among the best 
available today for secure commerce transactions.  It encrypts your credit card number 
so that it may not be read as the information travels over the Internet.

H.

I.

J.



K.

L.

M.

There are built-in safeguards on LNU to ensure you do not sign up for the same class twice.  
Should you do so, the registration will not process, and you will receive an error message 
like this one:

 

If the class is at maximum capacity or registration has closed, you will receive this 
message:

 

If the class has pre-requisites, you receive a prompt that lists them, and the system will not 
allow you to register until those classes have been completed.



After completing the payment process, you may review it on the Complete Order Page.  
If correct, click Complete Order.  If you need to correct an entry, click Change the 
Payment.
 

After you complete the payment process, this Order Completed page will appear.  A 
confirmation will also be sent to the email address in your profile.

N.

O.



Return to the University homepage by clicking the Continue Shopping link.   On the left 
navigation, click the My Classes link.  This page displays all classes for which you are 
currently registered.  If you have just completed your registration, the status may show, 
waiting to be confirmed until the payment processes.  This may take up to 48 business 
hours.  If the original price of the class is zero (such as Just in Time Training), it should 
show Confirmed immediately after registration.

 

For any instructor-led class, once confirmed, you will see the Add to Calendar button 
associated with your class.  Clicking this button allows you to save the class details as an 
appointment to most calendar programs.  
 * Note: If the date, time or location of the class changes, you will need to update   
      your calendar program by clicking the Add to Calendar button to reflect the most  
    current class information. 

Anytime Training Access

Unlimited access to Anytime Training on LexisNexis University is now available for all 
Annual Maintenance Plan (AMP) customers for as long as your AMP is current. 
 * Anytime training is on-demand, highly interactive training that is available 24/7. 
 * It is a great way to train new staff, summer associates, or for you to learn the   
    basics at your own pace and at times that are convenient for you.
 * With Anytime Training as Part of your AMP subscription, not only is your 
    customer support guaranteed, it is easier than ever to take full advantage of your  
    business-critical practice management software.

P.

Q.



How to access anytime training:

Users with a valid PCLaw® or TimeMatters® AMP, as well as Juris® support subscribers, 
must enter the correct 10-digit customer number in the Customer Account # field on the 
My Profile page.  If the account number is entered incorrectly, the user will see the full 
price of Anytime Training.  (See next bullet for additional pricing information.)

Customers, who have previously created a profile and register for Anytime Training, are 
confirmed immediately.  However, if the user just created a profile on LNU, it may take up 
to 24 business hours to see the cost of Anytime Training reduce to zero dollars.  In these 
cases, new LNU Customers should return one business day later to register at no cost.

To access Anytime Training, the customer needs high-speed internet access and either 
headphones or speakers.  Each user should create his/her own profile to access training.

Customer accessibility to Anytime Training runs concurrently with the AMP.  For example, if 
the AMP started March 1, 2011, and ends March 1, 2012, but the user did not register for 
Anytime Training until June 15, 2011, the accessibility to Anytime Training cancels on the 
date the AMP ends, which is March 1, 2012, in this example.

To locate your Anytime Training class quickly, follow these steps:
1) Go to Current Classes
2) Click on Advanced Search
3) Select Anytime Training as Class Type
4) Click the Product Line drop-down and choose your software
5) Click Search

A.

B.

C.

D.



On Site Training

On Site Training provides the opportunity for our trainers to come to your location for 
training.  This type of training is only available for a select number of courses, at this 
time.  To request On Site training, click on the Request On Site Training link which will 
appear next to available courses on the Course Catalog and the Current Classes pages.

A.

 
 

 



The On Site Training Request form will provide you with the option to select the product 
and courses you are interested in.  The form will also provide an area to select up to three 
choices for training dates that are available to you and your location and a section to 
provide special requests or additional comments.  This Form will be submitted to our 
trainers who will contact you directly to discuss and set up training on site at your 
location.

B.



Tracking

My Transcript 
The LNU Website tracks classes or exams you have completed, cancelled, missed, exam 
scores, or exams waiting to be graded.  You may access this information under 
My Transcript from the left navigation pane.  My Transcript even allows access to .pdf 
documents that were attached to your original class.  

 

My Transactions
This section will provide history and details on all transactions. Use information in this 
section to file expense report for the cost of your class.  The amount paid is shown under 
My Transactions.   See the following example:

A.

B.



Credit
If a customer has a credit, it displays the credit and the date it will expire, as shown 
below: 
 * A total Available Credit Amount is displayed at the top of the site’s left navigation  
    on all pages of LNU 

 

 

Continuing Legal Education (CLE)

What CLE credit is offered on LexisNexis University
The LexisNexis® Continuing Legal Education (CLE) Program provides customers the 
opportunity to receive credit for attending LexisNexis University classes or presentations 
approved by their local or state bar associations.

Currently, CLE is mandatory in 45 states.  LexisNexis is approved to provide live classroom 
sessions in all 45 states and live eLearning sessions in 43 states.  As the acceptance of 
eLearning increases, more state and local bar associations are approving 
online/on-demand formats.  Currently, 22 states approve online/on-demand training and 
LexisNexis has designed Anytime Training to meet these state requirements.

C.

A.

 



Exceptions
There are occasionally exceptions to the acceptance of some LexisNexis University classes 
for CLE credit in some states.  
  

Check your state’s exceptions by visiting:
http://www.lexisnexis.com/university/docs/CLE_Delivery_Method_Approval_Per_State.pdf

B.

www.lexisnexis.com/university/docs/CLE_Delivery_Method_Approval_Per_State.pdf


Each class description on LNU also displays the applicable CLE exception rules as displayed 
below:

 

Additional CLE information may be located in the left navigation panel tab by clicking 
Continuing Legal Education or from the Home page by clicking Learn More about the 
LexisNexis CLE Program and your state’s CLE guidelines.

For additional information or questions, contact the LexisNexis CLE experts:

LexisNexis® CLE/CPE Group
9443 Springboro Pike, Miamisburg, OH 45342

Fax #:  866-960-2454
Email:  cle.sales@lexisnexis.com 

Deby Huey:  937-865-7074
Donna Mitchell:  937-865-7292
Julie Waggoner:  937-865-7282

Lisa Grise-Bell: 937-1902

C.

D.

E.



Course Catalog

The Course Catalog lists Courses, Certification Exams, CLE and Annual Maintenance Plan 
classes available in all Practice Management software areas.  To view these areas, click 
Course Catalog on the left navigation.  This will display a page with tabs relating to each of 
these areas.



Non-CLE Classes:  To view non-CLE Classes and dates offered, click the Course Catalog tab.  
Locate your software and click on the plus sign (+) next to it to a list of all current classes 
available and dates.  To register for a class, click Add to Cart.

 

Certification Exams:  Select this tab to review the available exams.  Click the plus sign (+) to 
display the Exam registration button.  Click Add to Cart.  Exams must be taken and passed 
within 60 days of completing your training.  You may also purchase an Exam Extension by 
locating the Exam Extension for the relevant exam and clicking Add to Cart.  The Exam 
Extension must be purchased within 30 days of the initial 60 days and must be taken and 
passed within 30 days of purchase.

Example:  Your last training class was on July 9, 2011, hence, you have until September 9, 
2011 to take and pass the related exam.  If you do not pass Exam 1, you must take and pass 
Exam 2 within the same timeframe.  Should something unexpected arise and you need more 
time, you must purchase the related Exam Extension no later than October 9, 2011.  You will 
then have until November 9, 2011 to take and pass the exam.  Should you not pass Exam 
1, you may take Exam 2.  If it does not display automatically, contact Practice Management 
Training for arrangements to take Exam 2 within the same 30-day time period.

If you have questions on getting registered for your exam, contact Practice Management 
Training by emailing LNTraining@lexisnexis.com.

A.

B.



Continuing Legal Education (CLE):  Click this tab to view all available CLE courses.  Locate 
your software and click the plus sign (+) to expand the list of all current classes available 
and dates scheduled.  To register for a class, click Add to Cart.  

To get more information regarding CLE, select the Learn More link at the bottom of each 
course section.  

C.



Annual Maintenance Plan (AMP):  Click this tab to view all available AMP courses.  
Locate your software and click the plus sign (+) to expand the list of all current classes 
available and dates scheduled.  To register for a class, click Add to Cart.  

 

Still have questions about LexisNexis University?  Feel free to call Education 
Coordinators at 1-800-227-9596 x52111, or send an email:
LNTraining@lexisnexis.com
  

D.


