How to view invoice
and payment history

The LexisNexis® Account Center tool allows Administrators the ability to view their
payment history.

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

LexisNexis account
administrator portal

You are now signed out. Thank you for using the
LexisNexis® service.

2. Take the following steps to access LexisNexis Account Center while
signed in to Lexis service:
I. Click More in the upper right corner on the Lexis service.
. Select LexisNexis® Account Center.

[ll. 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 view an invoice and payment history:

{@ Account Center” e LexisNexis® Products

Home Invoice & Payment ~ Users Organisation ~

Good Morning, LNAC

Awaiting Your Actions Support
e all caught up on your tasks (@) Live Chat Support

Contact Customer Support
- 1800-88-8856 (General Support)
Qutstanding Balance

Quick Reference Guide

MYR RMOQ.00 = Invoice Due (0 View Help

Invoice Number Date Account Status Billed Amount

4090025436 01/31/2023 Lexis Nexis Malaysia Paid MYR RM12,526.91 L.
Training Resources
Learn how to use LexisNexis Account Center
at its best.
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1. Click on Invoice & Payment and select Invoices from the dropdown menu.

@ Account Center”

Home Invoice & Payment ~ Users ~ Organisation ~

Invoices

Good ... , LNAC

Payment Preferences
Awaitii Invoice Contacts
Purchase QOrder You're all caught up on your tasks.

Account Access
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2. In the Invoices tab, click the Download Invoice and Payment History icon,

which will download an Excel file.

@ Account Center’

LexisNexis® Products

Home Invoice & Payment ~  Users v  Organisation ~

Invoices

Account:

45 - Lexis Nexis Malaysia

Search item numbe Allltems  ~ Last 2 Years v

a

Select All
Credit - February 2023

Credit 4

January 2023

Invoice 40

(?) Quick Tutorial

Total Balance Due:

MYR RMO0.00

O

January 2023

Amount Due:

MYR RM

by 03/02/2023

Q

MYR RM

MYR RM + Paid

 Paid

ice Number:
4 3

Account Name:
Lexis Nexis Malaysia

Invoice Date: Account Number:
January 31,2023 4aaat@eas

Mailing Address:
T Petaling Jaya,

[ PDF ltems
[ January 2023

4,

The downloaded excel file contains the following columns:

-Account Number
-Account Name
-Invoice Date
-Type

-Item Number
-Payment Date

AutoSave (@ Of

Payment History

- Due Date

- Currency

- Total Amount Due

- Original Item Amount
- Payment Amount

- Item status

Malaysia 42¢

File  Home Insert  Pagelayout Formulas Data  Review
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Paste -
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1 |13/3/2023 6:06:41 AM
2 Account Number Account Name Date Item Status Type
3 4 Malaysia 06 Feb 2023 Closed
- Malaysia 31 Jan 2023 Closed
5 4 Malaysia 06 Oct 2021 Closed
6 Malaysia 30 Sep 2021 Closed
7 Malaysia 25 Aug 2021 Closed
8 Malaysia 29 Jun 2021 Closed

————————— Sheet name

File name consists of account name, customer, gp,..¢

View  Help © Comy
numb_g( and gateéfl downloag 3 ©
= | B T e O @
- EEHL%E{ EHocets - D'ZK!1 !
B. e P Conditional Formatas Cell = nd & | Analyze
o= $-%)9 Formatting v Stylesv | Elfomaty | @~ S Data
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Item Number DueDate  Currency Total Amount Due Original Item Amount Payment Amount Payment Date
a0 08 Mar 2023 MYR RM RN
0 02 Mar 2023 MYR RM RN
0 05 Nov 2021 MYR RM! RN
40 30 Oct 2021 MYR RM RV
a0 24 Sep 2021 MYR RM RN
a0 29Jul 2021 MYR RM! RN
is the customer number «
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Note: The Administrator should be able to view the list of Billing Accounts and
the respective invoices (should there be multiple accounts) by using the filter
functionality in Excel.

**If customers have multiple billing accounts, they can choose from the drop-
down menu the specific billing account to download the invoice and pay history.

END OF PROCESS
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