How to download an
invoice PDF copy

The LexisNexis® Account Center tool allows Administrators and Invoice Contacts the ability to
retrieve a copy of an invoice.
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
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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.
Il. 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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** Once logged in, take the following steps to download an invoice

1. Select Invoice & Payment from the left side of the page.

LexisNexis® Account Centre

O Spport * P Notifeations ~  LexisNeds®Products ~ @ Hello, Jacky! ~

e
p, S
{nf Invoice & Payment
Hom¢
Invoices Statements Payment Preferences Invoice Contacts Purchase Order Account Access
Account: Total Balance Due:
Alttems  ~ (Last2Years v Q
Select All
SGD
Janiaey 2022 January 2022
Credited Amoune
December 2021 SGD SGD
o v
Credit Number:  Credit Date: Account Number:  Account Name:
H Jamuany 16,2022 42 s s

Mailing Address:
Singapore, 9

7 PDF ltems &
December 2021
January 2022

Note: If account has multiple Financial Accounts (FA), the user can choose from the Account
drop down menu the appropriate FA and download the invoice from there.
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2. In the Invoices tab, click on the Invoice you want to download:
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3. Locate and click the Download PDF Items icon for that invoice; it will automatically
download into a PDF file.
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