How to add a New Admin
User in LNAC

The LexisNexis® Account Center (LNAC) tool allows Administrators to create users within the
same application. The information in this article applies to the following LexisNexis® products
and services: Lexis®, Lexis Advance® Quicklaw®, and Lexis+™.

Lexis Nexis Account Center (LNAC) can be accessed by following either step below:

1. You can access this Lexis Nexis Account Center link directly and log in using your user ID
and password

LexisNexis® Account Center

Sign In sy
\Velcome to you

\ /
VvV Ui
‘You are now signed out. Thank you for using the o

exisNexis account
administrator portal

2. Take the following steps to access LexisNexis Account Center while signed in to
Lexis service:

I. Click 3 dots in the upper right corner on the Lexis service.
Il. Select LexisNexis® Account Center.
lll. Enter your Lexis ID and password if prompted.

Note: If you do not have the LexisNexis Account Center option under the More drop-down or
you are unable to sign into LexisNexis Account Center with your Lexis ID and password,
contact your firm’s administrator
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https://accountcenter.lexisnexis.com/
https://accountcenter.lexisnexis.com/
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Once logged in, take the following steps to create a new user:

@ Account Center* Support v LexisNexis® Products v a ® LNAC v

Home Invoice & Payment v Users ~ Organisation v

Good Morning, LNAC

Awaiting Your Actions Support
You're all caught up on your tasks, ((@) Live Chat Support

Contact Customer Support

N 1800-88-8856 (General Support)

Outstanding Balance
Quick Reference Guide

MYR RMO0.00 e Invoice Due (0)

View Help

Invoice Number Date Account Status Billed Amount.
4090025436 01/31/2023 Lexis Nexis Malaysia Paid MYR RM12,526.91 .
Training Resources
Learn how to use LexisNexis Account Center
atits best.
P Quick Tutorial
Current Subscription Add New Users Payment Preferences
98 Active Users
View your plan > Add New Review Payment Preferences >

1. Click on Users and select Manage Users from the dropdown menu.
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@ Account Center”

Home Invoice & Payment v Users -~ Organisation v

Manage Users

Good Morning, LN ...
Identity Profile
Awaiting Your Actions Product Access Templates

Admin Activities re all caught up on your tasks.

2. Click Add User on the right.

{#®" Account Center

LexisNexis® Products

® LNAC v
Home Invoice & Payment ~ Users ~ Organisation ~
e—
Users @ a iuTulﬁr‘ Add User '
Narrow By
i) Q More Filters
Active x Clear All

AMl/A B C D E F G H | ) K L M N O P Q R §

Admin

3. In the Add User Page, proceed to follow steps:

I. Click the drop-down for Select the location you want to add the new user to.
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@ Account Center”

Add New User

Select the location to which you want to add the new user. *

Start typing here
*+ O
Suite 29-1, Level 29, Vertical Corporate Tower
B,avenue 10, The Vertical,, Bangsar South City, e a
Kuala Lumpur 59200
e e — L:

II. Enter the following information:
- Mandatory fields with asterisks
First Name
Last Name
Email Address

First Name * Middle Name Last Name * Email Address * Timekeeper ID

| | | | |

[ll. Select one of the following options to identify the products the user will be authorized
to use.

- Manually selected products - Select the checkbox for each user-authorized product
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Product Access

® Manually select products | O Select products from template

Platform

[T] Lexis Advance Core Features AU Research + PG
[C] Lexis Advance Core Features NZ Research + PG

[T] Lexis Advance Core Features Pacific

Content

Select All | Deselect Al

(] AU-ABC of Evidence
[C) AU-ASX Listing Rules
[_J NZ-Family Law Service

[ News with Factiva

Additional Products

| Lexis Advance AU LNPG Core Features
[_) Lexis Advance® Pacific

[ ICS AU Lexis Advance Research

[ Lexis Advance Research NZ

[ NZ - ONL New Zealand Bar Association (NZBA)
[_) Newsdesk
[ Newsdesk for Law Firms
[) Newsdesk User Role: Admin

- Select products from template - Select the checkbox for each template that includes
the user-authorized products.

Product Access

O Manually select products E Select products from template

[[] News Factiva [[] PGresearch

IV. Complete the
Schedule User Creation:
- Create Users now (default)

Schedule User Creation (optional)

| Create Users Now (default) V|

Create Users Now (default)
er

|
Schedule Future Date
L 0 me

- Schedule Future Date
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Schedule User Creation (optional)

Schedule Future Date v ‘

Create Users on Future Date

6/1/2025 =

V. Select one or both ID options:

- Email ID and Password to user - Sends the user’s ID and password to the end user.
- Send user ID and Password to me - Sends the user’s ID and password to you.

Email ID and Password to user

Send user ID and password to me

VI. Schedule User Suspension/Deletion is an optional step should you wish to specify a
specific date for a user to be deleted or suspended. Select the default option “Do Not
Specify” if there’s no need to delete or suspend the user.

- Delete

Schedule User Suspension/Deletion (optional)
‘ Delete v‘

Deletion Date

6/10/2025 = ‘

- Do Not Specify (Default)

Schedule User Suspension/Deletion (optional)

| Do not specify v|
m Cancel

- Suspension
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Schedule User Suspension/Deletion (optional)

[Suspend vJ

Suspension Date

6/10/2025 = |

VII. Select Submit.

VIII. Click Add as admin in the lower right corner after the User created:

Cancel

"‘@‘ Account Center' Support v LexisNexis® Products » ] ® Test v

o created 1 of 1 users

Name: . ®
Email:

User ID: wendyhuangé

Temporary Password: sesssssee £

Add as admin

Back to User List  Back to Add User Download User Information Send user ID and password to me

There are 3 options:
Manage User — For Admin User to Add/Delete/Edit Users and View Users Details
Manage Organization — For Admin User to Check and View Organization Details

Manage Invoice & Payment — For Financial Admin User to Check and View and Pay Invoices
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Add as Admin

Assign admin privileges to #eas Bane ches B8 See e

| Manage User

| | Manage Organization

| | Manage Invoice & Payment
|| Email notification to user

[Please Note: Notifications will only be sent for new authorisations.]

Click the related option and then click Email notification to user to notify the

relevant user.

Add as Admin

Assign admin privieges to Wendy Husng LNAC HK Test 0924

15 Manage User
Admirister Pubcations POD

3 Leishexis Account Cender - Manags User Detas
LesisNexis Acrount Center - Manage User Product Access
5 LeisNexis Account Center - View klentity Profiles
LevisNexis Aczount Center - Manage Imvolce Contact

Manage Organization
5 LeisNexis Account Center - Manags Chent/Mattss 10
LesisNexis Aczount Center - View Contracts

5 LeisNexis Account Center - View Subscription

5 Manags invoice & Payment

I Lexishiexts Account Center - Manage Administrtor
Lexishiexis Account Center - Manage Lser Grougs

3 Lexishiexis Account Center - Mansge User Publc Records.
Lexishiexis Account Center - View User Lit and Detaik

2 Lexisienis Account Center - Manage Product Access Templates

Lexishbenis Account Center - Manags Locations.
2 Lexishienis Account Center - View Print Tracking

Lexishbenis Account Center - Manags Customer Product Access

LevisNexis Aczount Center - Manage Invoice & Payment B Powerimicice

2 Ponerinmice
2 Powerinucics™ - Bilig Sesrch
2 Ponerdmcics™ - Custom
18 Powerinvcics™ - Manage Allocation Proies
9 Pomernsice™ - Manags Finsncs Account Vasbity
2 Pomerimsice™ - Resticaion
9 Pomeronsice™ - Summry by Accourt
2 Pomerinicice™ - Unsocated uta
8 Pomerosice™ - User Defined
Email notfcation to user

[Please Note: Notifications will orly be sent for new autharizations |

The New Admin User will receive a Welcome Email to explore in LNAC

Welcome to LexisNexis® Account Centre

@ LNG-DAY Notifications © | © reply | © ReplyAl | = Forvard

YYour account is now
active!

Find below
your ID &
password

LNAC HK Test 0924, your LexisNexis Account Centre ID is now active!

designated for your LexisNexis b
LexisNexis Account G your day to d: thviti
and get the information you need.

Let's get you started.
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The New Admin Role can still be Edited after setting up, click Edit Admin Role

" Account Center” Support v a @ Test v

o created 1 of 1 users

Name: . . - o

Email:
User ID: wendyhuangé
Temporary Password: 3
Back to User List | Back to Add User Download User Information Send user ID and password to me

You can Edit the Admin Role or click Remove as Role in the lower left corner

Add as Admin

Assign admin privileges to Wandy Huang LNAC HK Test 0924

Manage User

Administer Publicatians POD LexisNexis Account Center - Manage Administrator
Lexishiexis Account Canter - Manage User Details Lexishiexis Account Center - Manage User Groups

LexisNexis Account Center - Manage User Product Access LexisNexis Account Center - Manage User Public Records
LexisNexis Account Center - View Identity Profiles LexisNexts Account Center - View User List and Details
Lexishiexis Account Center - Manage Invoics Contact Lexishiexis Account Center - Manage Product Access Templates

Manage Organization

LexisNiexis Account Canter - Manage Client/Mattcr (D Lexises Account Conter - Manage Locations
LexisNexis Account Center - View Contracts Lexisexis Account Center - View Print Tracking
LexisNeais Account Center - View Subscription Lexisnexis Account Center - Manage Customer Product Access

Manage Invoice & Payment

LexisNexis Account Center - Manage Invaice & Payment Pawerlvoice

Powerinvaice

- Biling Search
Custom

Manage Allocation Profiles

Powerinvaice™ - Manage Financial Account Visiility

werlnvoice™ - Reallocation
- Summary by Account
Unallacated Data

Remove as Adin B

END OF PROCESS
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