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Getting Started with Powerlnvoice

The Powerlnvoice service brings current, comprehensive LexisNexis® billing data and invoice images to your desktop.
With secured access via the Internet, LexisNexis legal research billing has never been easier. The Powerlnvoice service
maintains 12 full months of billing information and 24 months of invoice images.
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What You'll Need to Use Powerlnvoice

In order to use the Powerlnvoice service, you'll need to:
® Have LexisNexis Powerlnvoice authorizations assigned to your Lexis Advance® 1D
B Use one of these browsers or a higher version:
° Microsoft® Internet Explorer® 11 on Windows® 8.1
° Microsoft Internet Explorer 8 on Windows 7
° Google™ Chrome™ 32.x
° Firefox® 26.x
° Safari® 7.x on Mac® OS 10.x
These browsers are no longer supported:
° Microsoft Internet Explorer 6.0

° Microsoft Internet Explorer 7.0




LexisNexis® Powerlnvoice™ User Guide B 05-27-2016

How do | get started using Powerlnvoice?

1. Open your browser and enter the Powerlnvoice URL (www.lexisnexis.com/NewPowerlnvoice) in the address field (or
click the link from My Lexis™ to LexisNexis Powerlnvoice.

2. Enter your ID and password and click Sign In.

Here's what you'll see:

Data has been processed through 02/28/2016.
lanuary billing data is final

Search Tips |
Apply Allocation Profile: NO PROFILE DEFINED v | Wiew Profie |

Standard Date Range: Custom Date Range:

® | Month to date (02/01/2016-02/25/2016) * From|Feb ¥ |[25 | 2016 ¥ |To[Feb v |[25 |[2016 *

Account Number{s): Ligt ... Client ID{s): List

ALL ALL

User Name(s): List ... UserID(s): List

ALL ALL

Activity Description(s): List ... Type of Charge(s): List ...

ALL ALL

Custom User Lisk{s): List ... Master Feature Name(s): List

ALL AL

Member Profile Name(s): List ... Pricing Category(s): List ...

ALL ALL

* Report Sections:
| To s2e how the reports ook and the kind of information they provide, dick Sample Reports
Clear Selections

| Complimentary/Trial Use

| Account Summary
! Excluded Report

J Credits : : _ . .
| Detail Report ! Summary by Financial Account Summary by Activity Description
- | egpo 7 :
Det 'ipb Client/U Summary by Client Summary by User
ail by Client/User W o i

Detail by User/Client

Include Research Description | Surmwnary by Cicnt/Uscr/\her ID

| Summary by Chent/User/User 1Dy Date
Report Details:

Display allocation of subscripbon charges?
{ Your choice affects this search only. Go fo the Preferences to change the allocations defaul)

* Yeg Mo

ASCII Download Options: View/Change ASCH] Setbings

Include Account Details on Reports : Tes *' No

* Entry Reguired View || Download

On this page, you can:

B Choose from the available options on this page to retrieve reports showing document access, access charge, and
other LexisNexis Activity Description charges.

B Click the Invoices & Other Documents tab to retrieve up to 24 months of invoice images.

B Click the Preferences link at the top of the page to change the way your reports are displayed. For example, you
can change the default format for downloaded files.

B Click the Sign Out link to leave Powerlnvoice.

B Click the Help link for complete information about how to use the service.
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B |f you would like access to the Custom and Reallocation tabs for further options, please contact your LexisNexis
representative.




LexisNexis® Powerlnvoice™ User Guide B 05-27-2016

Legal Credits

LexisNexis, the Knowledge Burst logo, Shepard's, Lexis, Nexis, and Lexis Advance are registered trademarks of Reed
Elsevier Properties Inc., used under license. AutoCite is a registered trademark and Powerlnvoice is a trademark of RELX
Inc. Other products or services may be trademarks or registered trademarks of their respective companies.

© 2015 LexisNexis. All rights reserved.
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Working with Billing Data

The LexisNexis Powerlnvoice service gives you instant access to up to 24 months (plus the current month) of LexisNexis
billing data for your organization. Just fill out a Powerlnvoice search form to locate the one or more billing reports you
want to retrieve. You can then browse through them online, print a copy of the ones you want or download the data to
your PC.
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How do | find billing data?

1. Choose options to find and format your report:

Review the date through which billing data is available above the gray bar.

Select a Standard Date Range to find billing data for a specified date range. You can select month to date; a
single week in the past few weeks; any complete month within the previous twelve months; or a customized
date range.

Click the List... link next to Account Numbers to see a list of possible sub-accounts.
Click the Sample Reports link to see how various reports look and what data they provide.
Click the Clear Selections link to clear all report sections selected.

Use the checkboxes to choose the report sections depending on the type of data you want to receive. (If
your organization uses client masking and you need to see client IDs in the masked format, be sure to click
"Masked".)

Use the Report Details options to choose whether to display allocation of subscription charges.
Choose whether or not you'd like to Suppress Report Title.
Click the View/Change ASCII Settings link to choose a download format.

Select your preference for Include Account Details on Reports. This includes the following additional
information for the financial account at the bottom of your report: Name, Number, Place of Business/Address

2. Once you've made your selections, choose how you want to work with your report:

Click View to view the reports online.

Click Download to save the reports to your desired location.
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How do | view billing data?

A retrieved billing report will look similar to the one below. At this point, you're ready to manage your billing data.
Options available while viewing billing data include:

B Click the Save As Alert link to save your billing search as an Alert.

B Use the Reports drop-down list to go directly to any report.

B Click the forward or back arrows to go directly to the next or previous report.

ALD0AT W P e Baige Rt Date Cumvemy

& ATOLI0LY - B EE i e b LEDOLLARS

[Pl A o oo Sasrmemian - Dageet 1 &l 3 B)

“Bilirsy dal 4 1 pawi poksde Lacey ctmaiel] baved on usage | he ofsal myvsice machaies Lages Baaed on sulbssined weenjs | phyzcal oie scalee 3l nvsioe sl ond.

> Pontabis For

@ LexisNexis Powwerimoice™
ACCOUNT SUMMARY

TOTAL ONLENE AND ENL ATED CRARCES

CONTIALT TSE TRANIACTIONAL USE
L= MET  TRANSACTIONAL TEANSW TRONAL TRANSACTIONAL  TOTAL OTHIE TOTAL
FLAS ARIGENY ABRETMENT ASEMNT CEiGS ADTNT | ABASTASNT @ SEY AMDENY  EEPOER TAS CHABCES CEVSITS AN CILABCES
OO TENT & FEATLRS SUSSCRIFTICH 5 0 (=F TSR LT =] M 12 fel i ] O 0 05 | RS
CORTENT & FEATURE TRAMBACTIONAL L Ll 94 bl i . HE H 10H 34 i | i 5
Teul: - L Fika 15 L EmIF E e EE RER M

The billing data you retrieve may contain several layers of data. The visual cue that can unfold more detail is the

magnifying glass. This appears in front of any report category with more data. You can move through these layers easily

by clicking the magnifying glass.

Click a user 1D to see the
kinds of charges the user
incl.r'red for the client.

Click an account
number to ses
the client IDs —

Client User Charge Date Click a type of

““dates the user

charge to see the

associated with —_— — - - incurred that type
that account of charge.
number. |

Click a client ID to see the names
and IDs of the users who did
research for that client ID.
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How do | download a billing report?

You can download billing reports to your PC so you can print or manage your data. Once you've made your selections:
B Click Download to proceed with the report download.
B Select one or more reports to download using the Range options.
B Choose a Download Format.
B Click the View/Change ASCII Settings link, if desired.

B Select your preference for Include Account Details on Reports. This includes the following additional information
for the financial account at the bottom of your report: Name, Number, Place of Business/Address

B Click Download.

6' LexisNexis- Preferences ' Fasdback  Sianous | () Haln

Billing Data Invoices

B i Enbs s ed Custom | Roallocstion Alerts

Data has been precessed threugh 06,25 ' 2006,
“lay billimg data is final.

Basic Ins' B

Standard Dale Range: Custom Dalte Range:

@ |Month to dete (06/01/2006-06/25/2006) =| € rrom [1un =] [o5  [2006 2] 7o [3un =] [z5 " [2006 5]
Account Number{s): kist

[ALL

* Report Sections:
(To see how the reports iook and the land of information fhey provide, ciick Sample Reports)

Clear Selections

Ac ¢ Su Complimentary/Trial Use

COun FIUTLary
Credits Excluded Report

'II ot Summary by Financial Aceount Surnmary by Activity Description
e Summary by Chent Summary by User
Detasl by Client/User
Masked Summary by User/Date

Dwetasl by User/Chent

- Su by CientfUser/User ID
Include Research Description mmary by Client/User/User

Summary by Client/User/User TD/Date

Report Details: o
Display allocation of subsenption charges?
(¥our choica affects this search only. Go o the Preferences lo change the allocations default)

* ves T No

ASCII Download Dptions: i fi 0

* Entry Required Download I
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Data has been processed throwgh 05/22/2016.
April billing data is final.

Apply Allocation Profile: | NO PROFILE DEFINED V| [ View Profile
Standard Date Range:
) | Month to date (05/01/2016-05/13/2016) V|

Custom Date Range:

O From [May Vv|[13 |[2016 V| To[May Vv|[13 |[2016 ™

Account Number(s): Lt Client ID(s): st
ALL ALL
User Name(s): Eist .. User ID(s): [
AL ALL
Activity Description(s): List ... Type of Charge(s): List ...
ALL |ALL
Custom User List(s): Listis: Master Feature Name(s): List:...
ALL ALL
Member Profile Name(s): Lt Pricing Category(s): st
ALL ALL

* Report Sections:
(To see how the reports look and the kind of information they provide, click Sample Reports)

Clear Selections
] Account Summary ] Camplimentary/Trial Use
L] Credits [] Excluded Report
] Summary by Financial Account
[T Summary by Client
[ | Masked
[T Summary by Client/User/User 1D

] Summary by Client/User/User ID/Date

] summary by Activity Description

L[] Detail Report
] Summary by User
() Detail by Client/User

() Detail by User/Client

L L] summary by User/Date
[l include Research Description

Report Details:
Display allocation of subscription charges?
(v'our choice affects this search only. Go to the Preferences to change the allocations defautt)

@YESOND

ASCII Download Options: Wiew/Change ASCII Settings

Include Account Details on Reports : O¥es @®No

* Entry Required | view || Download

10
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How do | email or print a report?

1. To send a Powerlnvoice report to one or more individuals, click Email Report.
Enter email information, such as email address, subject and a message.
Select to compress the data file.

Select the format in which to send the report.

Click Send Email to send the report

o g > w DN

Click Printable Format to generate a report in a printer-friendly layout.

11
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Alerts

How do | save an alert?

Once you find the appropriate billing data, you can save the billing search as an Alert to receive automatic updates.

Click Save as Alert.

Enter a name for the Alert.

Select an update frequency for your Alert results using the options under Schedule Alert.

Choose whether or not you want to receive a monthly data file.

Choose whether or not you want to receive the Alert file compressed or uncompressed (no zip software provided).
Select an email attachment format using the drop-down list.

Enter the To, Subject, and Message information.

© N o a0~ w DN RE

Select Finished to save the Alert.

O Adnsnistration O Anabptics

Seanch | Custom  Geallocstion  Uesr-Defesd Thesahobd-Alert | Alocatn Pralles Fmad Repait | Aleita | Ablerte siatory | Dowaliad | Fdit Search | Saee sa Alein

Accournt Hurmbsr Daiz Ranpa Fapert Dol Cunercy
T18lavIaGa : DLOLIIE -BLALI01G 03042006 UNITED STATES DOLLAR
5,18 PITIER FAZ 7
DavTON
N, printabie F
Aeparia: | Detall by CheniiUsar Repadi 1 of 1
o ks mage. The aficisl chaces et bl or aliortzed wasri(n] plysacal s o m ivoios percd sl
m-mhnh- [ d1rary B wackerbrg | e Rk e A, i by
@ Lexishexis Pawerlmvoice™
DETAIL BY CLIENTAUSERTATEACTITY DESCRIFTIONTYPE OF CHARGE
COCTRACT 15 TRLASSACTIORAL T5E
SIAMTEE VEARIR
FEATIRE | fusTOM | FROFILE T maaxe | oo TUTL OF GROES SET | TRAMSACTIONAL | TRAMSACTIONAL | TRAxS
MaAE | 1SEELIT | aE CLiENT | SuEE s ERERiE | KEEFER D |oaTE | cateGory | seclrrios | cmaeex  (guastirs | s | snnsraesr [wmi | ceoes amier | annstaest | st
I I o ———
—— e T LK BLuE o e |onsnmrs |omsomno Wi e wan w
W e I -
DEFnaD- (oarnane (LR
ey i i e o
s i
L b IR W T s
o | FROFLE o LY [cpmpnnni [HRRE | e el e o o
RESEARCH S g T | =
[ e T et
e |TERARD ——— | 1A waa| s o w
L5 CANRR DOC AC{ER 1] Uk EINLRL] LILTR L Ko Ko
PR LA
LW OROUR (U CASES DoC accEs |2 i | BT o
ol e
U, [Cipaonr [tES aovese (SRS g B o] w LTy e
el [

12
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EIRST ALERT 46
1110040QSIPO TEST ALERT
MID ALERT

View/Update Alert Paramaters

Alert Hame:
Account Group:
Customer #s:
Reports Selected
Created Date:

Last Modified Date:
Schedule Report:
Monthly Data File:
Data File Sent:
Email Attachment Format:
Send Report To:

Suspend Alerk:

From Fab = 21

T11004Q5TP0 TEST ALERT
T11004Q5IPD
111004QSIPD

Detail by Client/User
20-FEB-15

20-FEB-13

Daily

Ho

Uncompressed

HTML
jim.pitzer@lexisnexis.com

i-3of3 0

2015 = To Fab =

21 2015

[ Edit Parameters

|| Ruan”

Copy Report | [ Delete | [ Cancel |

13
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How do | view a saved alert?
You can view and make changes to any of your saved Alerts at any time.

1. Click Alerts to see a list of saved Alerts.

2. Click an Alert Name to view the report settings. Alert Name, Status and Frequency are displayed.

3. Select an Alert Name to see the report settings. The next screen displays the parameters for the Alert you selected.
4. To suspend an Alert for a specified period, enter a date range and click Suspend.
5

. Click Edit Parameters to change any of the settings.

view/Update Alert Parameters Ips: @
Alert Name: TEST1

Account Group: 11 1004TIQMS

Customer #5: T11004TIOMS

Reports Selected Detail by Client/User
Created Date: 09-JUL-15

Last Modified Date: 09-JUL-15

Schedule Repart: Daily

Monthly Data File: HNo

Data File Sent: Uncompressed

Email Attachment Format: ASCII DELIMITED

Send Report To: jim.pitzeri@lexisnexis.com
Suspend Alert:

from[Julw|[10 |[2015 v|Te[wul w10 |[2015 v|| Suspend

| Edit Parameters || Runmow || copy Report || Delete || cancel |

Re-Run Alert Tips |

Select or enter a date range to run "I11004Q5SIP0O TEST ALERT".
The parameters for this alert are shown below.

Account Growp: I1100405IP0
Customer #s: I1100405IP0
Report Sections: Detail by Client/User

@ Standard range
Manth to date (02/01/2015-0218/20158) -

2 Custom range
From Feb - 21 2015 - Tog Feb - 21 2015 w

[ REEEt] | wiew | [ Download... ] [ Cancel ]

14
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How do | edit saved alert parameters?

After selecting Edit Parameters, you can edit the parameters of a saved Alert.
You can view or modify:
B Select a new report.
B Change Alert update frequency.
B Select whether you want to receive the file compressed and specify a download format.
B Change the report's recipients, subject, or message.

B Select Finished to save the Alert.

Edit Saved Alert Parameters [
Cliant TD: ALL
Charge Typa: ALL
Alert Mame: 11004
Servioe: ALL
Account Group: I11004051P0
Costom User Lisk(s): ALL
Customer &5 11 1004051P0

Masker Feature Name(s): ALL

Membar Profile Namea(s):  ALL

Sthadul= Alsrt User-Dafined Reports

| Aceount Summary -
| Summary by Activity Description

. Remove
| Excluded Report l—J

| Summary by Client

: Masked

Summary by User

Summary by UsarnDats Clear Al

| Summary by Clisnt/Ussr/User 1D

| Summary by Client/User/User ID/Date
#| D=tsil Report
& Detail by Client/User

_' Detail by User/Client

: Include Research Description

Complimantary/Trial Uss

| Credies
Schedule Alert

@ Daily & Updaes data from previous day's use

F Updats data from first day of tha month

Monthhy ‘Wwhan data is praliminary
") Business Day Update data from previous day's use whaen dats is final
Updare data from firse day of the month

J weekdy Raceiva fila on | Sunday ' Bi-Monthhy when data is processed through the | 1

Updats dats from previous week's uss and the last day of the month

Updata data from first day of tha maonth

15
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How do | update an alert?

You can choose to update Alert results at any time by clicking Run Now.

Select or enter a date range to run "I11004Q05IP0 TEST ALERT".
The parameters for this alert are shown below.

Account Group: I110040Q5IPO0
Customer #s: I11004Q5IP0
Report Sections: Detail by Client/User

@ Standard range
Manth to date (0201201 5-0218/20158) -

D) Custom range
From Feb - 21 2015 w» Tog Feb - Z1 2015 w

[ REEEt] [View] [ Download... ] [ Cancel ]

You can:
B Select a date range or specify your own date range.
B Choose an action:
° Click Reset to reset date range selection
° Click View to view report results
° Click Download to download report data

° Click Cancel to return to the previous screen

16
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How do | copy saved alert parameters?

Enter an Alert Name.

Select a new report.

Choose options to Schedule Alert.

Select how you want to receive the file - compressed or specify a download format.

Change the report's recipients, subject, or message.

o g > w N B

Select Finished to save the alert.

17



LexisNexis® Powerlnvoice™ User Guide B 05-27-2016

_

Copy Saved Abert Patsrmetbers

Alert Name:

Ascomnt Groug: 111004051P0
Coribome 84: T1IDOOSTRS
Schadubs Alert

] Accoust Summary
[ Semmary by Activity Dascription
[ Esclsded Repar
O Semmary by Cliasnt
7] masked

[P Sammary by Usar

"] Summary by UsesDara Cluar &All

7] semmary by Clisst'Usar User TD
L Semmary by Clisst/UsarUsar ITD'Date
|¥ Diarail Raport
@ Dwtail by Client/Uyer
2 Dwitail by Wsen"Climnt
7] Include Ressarch Des cripkian
] Complemantsry Trial Use
[ Cradits

Schedule Abert
& Daily @ Updars dava from presdious day's use

Updars data fram Rrst day of the masth

Busingss Day Update data from previous day's wis
Update data from firse day of the maath

Weekhy Recerve file on Sumday -
Update dats from previous wesk's gse
Updare dats from firae day of the masth

il

Clent 10z ALL

Charge Typs: ALL

Sarvee! ALL

Custom User List{s): ALL

Hanter Feature Hams(x):  ALL

Hambar Profile Mams(s]:  ALL

i -Doa fimd| Resporits

-
0 aathly When dets ia praliminery
when data is final
Ba- Mioniidy ‘When dats is processed through the 1 -

and the lasr day of the smonth

Do you want to recerve 3 manthly data file when full moath of data s final?

vag Wy

Datas File Sent:
Sp =alf; Al not be e for e

Ermail Altachment Format:

Sepemte cmall ideeinen By SemGoion.
bfax of I} sooreases

Swbject: Alert best

* Raguired Fields

Estes  Ubp-Deteed  Thmphaig AN LR sghiey

[ T ———

HTML

Comprassed B Uncomprasnsd

[ Claar| | Finishad || Cancal |
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User-Defined Reports

How do | create a report format?

You have the option of structuring your own report format using the User-Defined Reports page.

1.

© © N o 0~ W D

S e =
NP O

Click Add to create a new user-defined report format. The Select Base Report page appears, as shown below.
Select the desired Powerlnvoice report.

Click Next to continue with creating a user-defined layout. The Detail by Client/User page appears, as shown below.
Provide a name for the user-defined layout.

Select data columns to include in the layout.

Click the right or left arrow to add or remove columns in the report.

Highlight the column name; then click the up or down arrow to set the order of the columns.

Double-click the field name or click Rename to change the column header.

If you select Rename, enter the new column header name.

Click OK to save the new header name.

. The new column name appears in parentheses next to the old name.

Click Finish to complete the task.

A new Total Charge column is available in your user-defined reports.

Select Base Report

Select Base Report Tips i@
{Ta see how the reports look and the kind of information they provide chck Sample Reports)

[ Aceount Summary Summary by Client

|_! Detail Report

= _| summary by Activity Description
| Masked
[ Excuded Report ] Summary by User

Detail by Cli L =
B | Summary by Client/User/User ID

Detail by User/Client [ summary by Client/Usar/User ID/Date Tl summary by User/Date

Next | | Cancel

Detail by Client/User
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Detail by Client/User

Name: test
Field Name: Column Sequence: Mew Total Charge: Eename
MEMBER PROFILE NAR CLIENT GROSS AMOUNT
ADIUSTMENT ~ USER NAME TRANSACTIONAL GROSS
MET AMOUNT TIME KEEPER ID
TRANSACTIONAL AD) lude |DATE e
TRANSACTIONAL NET Include |, —r1yTYDESCRIPTION —
TOTAL BEFORE TAX q p TYPE OF CHARGE
TaX* RESEARCH DESCRIPTIO Q [;
TOTAL CHARGES QUANTITY
USER ID v GROSS AMOUNT
PRICING CATEGORY TRANSACTIOMAL GROSS
BEename Reset

| Finish || Cancel |

Rename Field

Detail by ClientfUser

Name: |Te.st

Field Name: Column Sequence: New Total Charge: Eename
USER ID - CLIENT - "
DATE USER MAME
RESEARCH DESCRIPTION ACTIVITYDESCRIPTION

ADIUSTMENT _ |TYPE OF CHARGE

TR https://www.lexisnexis.com/Powerlnvoice/ebpsUserC

s -

T4 Rename Field

Current New Cancel

GROSS
AMOUNT

Contract Use

anditions | Privacy Po

Detail by Client/User - Resequenced
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Detail by Client/User

Mame:
Field Name:

MEMBER PROFILE MAME &
USER ID

DATE

RESEARCH DESCRIPTION
ADIUSTMENT
TRANSACTIOMAL GROSE
TRANSACTIONAL ADIUS
TOTAL BEFORE TAX
TAK*

TOTAL CHARGES -

Include

b

Test

Column Sequence:

CLIENT

USER NAME
ACTIVITYDESCRIPTION
TYPE OF CHARGE
QUANTITY

GROSS AMOUNT(CONTR
NET AMOUNT
TRANSACTIONAL MET Al

Eename

24

Reset

New Total Charge:

MET AMOUNT
TRANSACTIONAL MET Al

il

| Finish || Cancel |

Renamme
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How do I view or download information from user-defined reports?

. Select the User-Defined tab to view your reports.

. Highlight the report name that you wish to view.

1

2

3. Select a date range.

4. Click the View/Change ASCII Settings link to modify those settings.
5

. Choose an option:

B Click View to view the user-defined layout

B Click Download to download directly to your PC

Apply Allocation Profile: | NO PROFILE CEFINED v | View Profie |
mm: |_Asd [ eoe |[ copy || oeww |
Standard Date Range: Custom Date Range:

® | Month to date (02/01/2016-02/29/2016) * ) From|Feb ¥ |29 |[2016 ¥ |To[Feb v|[z9 |[2016 ¥
Accouint Number(s): Ligt . .. Client TD(s): igh . .
ALL ALL
User Name(s): List. .. User ID{s): J.IIL...‘
_ALL | ALL
Custom User List{s): List . Master Feature Name(s): i
ALL _ ALL
HMember Profile MName(s): List . . . Pricing Category(s): List . . .
ALL ALL
ASCII Dowmload Options: Viewi/Change ASCII Settings

View | Download
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Cost Recovery

It is not uncommon for law firms to recover research expenses by passing those expenses on to the clients for whom the
research was performed. To assist in this process, the Powerlnvoice service lets you generate customized billing reports.
Using these customized billing reports, you can reallocate your research costs across the span of the LexisNexis Activity
Descriptions and use that information to help set the level of cost recovery from your clients.

Customization is done by creating one or more custom-settings profiles. Each profile contains a series of customization
factors that can be applied to the data for individual LexisNexis Activity Descriptions as the report is generated. These
adjustment factors let you:

B Specify a flat dollar amount to be recovered for each type of billed action performed using a particular LexisNexis
Activity Description

B Specify a percentage rate to be recovered for each type of billed action performed using a particular LexisNexis
Activity Description
B Rename any LexisNexis Activity Description to a name more descriptive to your clients

B Specify whether the recovery amounts or rates should be applied to Contract or Transactional, Gross or Net
amounts

Once you have created, named and saved a custom-settings profile, you can use this feature to generate a custom report
that applies the adjustment factors specified in the profile you select. Be aware that this feature does not alter any of the
actual LexisNexis charges that are billed to your firm.

Cost-recovery options let you establish recovery rates - before sending billing data to your office billing system. Once
you've selected the Custom tab under the Billing Data tab, you'll see the Custom screen.
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How do | use the Billing Data > Custom page?

On this page, you can:
B Add a cost-recovery profile to apply to your billing data.
B Edit an existing profile.
B Make a copy of an existing profile if it's very close to a new profile you need to create.
B Delete an existing profile.
B Apply an existing profile to your billing data.

B Choose whether or not to Suppress Report Titles or Include Page Breaks in your reports.

Search | Custom ReaBocatien | User-Defined  Allecation Profiles

Data has been processed through 10/27/2015.
Septembar billing data i fanal,

Custom Tigs
Apply Allocation Profile: WO PROFILE DEFINED ¥ | | View Profie
Apply Profile: | BAKERO1 ¥ View || Add Edil Cagy | Desu

Standard Dale Raige:

Ciistoi Dale Randge:

*® | Month to date (1V01/2015-10M11572015) » From | Sep 7 | (1 2015 ¥ |Ta|Oct ¥ |15 2015 ¥
Account Number{s): List ... Client ID{s): List ...
ALL ALL
User Mame(s): Ligt ... User ID{s): List ...
ALL ALL
Cuiston User List(s): Liat Master Featiire Namie(s): Lizt
ALL ALL
HMember Profile Name(s): List ...

ALL
Heport:
®  Custom Detail by Client/User
Custom Detail by User/Client
Include Research Description with Detail Report
User-Defined Farmat: | Add Edit Capy | Dwws |

TEST WITH 142 «

LIAT TEST LIDF

Allgecate Lexis Advance® Charges based on :
(¥our choice afiects this search only. Go ho the E{f_ﬂmw changa e document acoass charges dedaul)

* Lews Advance® document access actity only
Lexis Sdvance® Access Charge and document access activwby

Siippress Report Title : 8 wps Mo
Include Page Break between Client Id in Custom Reports: Yes ® Mo
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How do | create a profile?

At any time, you can create a new profile (a set of cost-recovery options).

1. Enter a Profile Name.
2. Choose the method of recovery.

3. Choose a Method:

B Set Rate by Type of Charge lets you assign a fixed amount you wish to recover for any LexisNexis activity
description.

B Set Percentage Rate by Activity Description lets you assign a proportional amount you wish to recover.

B The Rename Activity DescriptionOnly option lets you rename without adjusting recovery rates. For example,
you might prefer to have "Primary Legal Research" appear instead as "LexisNexis® Legal Services" on the
invoices you send your clients.

B Choose to apply fixed or percentage rates to the gross amount indicated in your contract, the net amount
indicated in your contract, the gross amount charged to you per transaction or the net amount charged to you
per transaction.

B Select an Activity Description and click here to rename it. (You can rename an activity description regardless of
whether you choose to set a recovery rate.)

B Set Rate by Type of Charge by Pricing Category lets you assign an amount you want to recover for any pricing
category

B Set Percentage Rate by Pricing Category allows you to specify the percentage rate for any pricing category
B Click the Reset All Activity Descriptions if you'd like to remove the modifications you've made.

B Click Next to continue.

Profile Name: ||

Method: Apply Rate To:

(®) Set Rate by Type of Charge (®) Contract Gross Amount

() set Percentage Rate by Activity Description () Contract Net Amount

) Rename Activity Description Onhy () Tran=sactional Gross Amount
() Set Rate by Type of Charge by Pricing Category () Transactional Net Amount

) set Percentage Rate by Pricing Category
() Rename Pricing Category Only

Activity Description:

A PRACTICAL GUIDE TO CONSTRUCTION LAW IN RHODE ISLAND Md

ADIUSTMENTS ~
Akl - AAJ MOTOR VEHICLE LAW REFPORTER

AL - AAT TRIAL

ALERT

AR - AA] LAW REFPORTER

AR - AA] PRODUCTS LIABILITY LAW REPORTER

AR - AAT TRIALNEWS

ATTORNEY PROFILE b d
Al ANNOTATED LEGISLATION

Re=set All Activiby Descriptions

| Mext || Cancel
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How do | set fixed rates?

If you've selected the Set Rate by Type of Charge Method, you can:
1. Select any Activity Description to set a fixed rate for cost recovery.
2. Highlight any activity description and click Reset in order to modify a previously set rate or to reset the rate.
3. Once you have set all desired recovery rates, click Save to save your new profile.

Custom Settings - Type of Charge Method

nts

Custom Settings - Type of Charge Method

Profile Name: Test

Activity Description Available:

I PRACTICAL GUIDE TO CONSTRUCTION LAW IN RHODE ISLAND MCLE-DOC ACK [ Madify ] [ Reset ]
A PRACTICAL GUIDE TO CONSTRUCTION LAW IN RHODE ISLAND MCLE-LITIGATIOS)
A PRACTICAL GUIDE TO CONSTRUCTION LAW IN RHODE ISLAND MCLE-SHEPARD

A PRACTICAL GUIDE TO CONSTRUCTION LAW IN RHODE ISLAND MCLE-SUBSCRII
ADIUSTMENTS-DOC ACCESS()

ADIUSTMENTS-LITIGATION PROFILE SUITE()

ADIUSTMENTS-SHERFARD'S REFPORT()

ADIUSTMENTS-SUBSCRIPTION()

Ak - AAT MOTOR VEHICLE LAW REPORTER-DOC ACCESS()

AR - AAT MOTOR VEHICLE LAW REPORTER-LITIGATION PROFILE SUITE() 7

Lexis Advance® Service:
LEXIS ADVANCE-ACCESS CHARGE() | Modify | | Reset |
LEXIS ADVANCE-ONLINE TIME() - SET HOURLY RATE **

| Previous | | save | | Cancel |

Fixed Rate Pop-up Window

Custom Settings - Type of Charge Method

Profile Name: Test

Activity Description Available:

US CASES-DOC ACCESS()

US CASES-LITIGATION PROFILE SUITE()
US CASES-SHEPARD'S REPORT()

US CASES-SUBSCRIPTION()
US CITATORS-DOC
US CITATORS-LITIGATI OFILE SUITE()

UsS CITATORS-SHEPARD'S REPORT()

US CITATORS-SUBSCRIPTION()

US CLE COURSE OF STUDY MATERIALS-DOC ACCESS(
US CLE COURSE OF STUDY MATERIALS-LITIGATION PROFILE SUITE()

Lexis Advance® Service:
LEXIS ADVANCE-ACCESS CHARGE( ) Apply to all type of charges
LEXIS ADAVAMNCE-ONLINE ':"L'I'::] - BET HOURLY RATE **

i@ Apply to selection only

) Apply to DOC ACCESS type of charges

Once you've selected an activity description:

1. Enter the fixed amount you wish to recover for each occurrence of that activity description.
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2. Once you've set an amount, click Set.

3. Click Reset to reset the dollar amount field.
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How do | set percentage rates?

If you've selected Set Percentage Rate by Activity Description, you can:
1. Select any activity description to set a proportional rate for cost recovery.l
2. Click Reset to remove any previously entered dollar amount.

3. Once you have set all desired recovery rates, click Save to save your new profile.

Here's what you'll see:

Custom Settings - Percentage Method

Profile Name: Test

Activity Description Available:

[2 PRACTICAL GUIDE TO CONSTRUCTION LAW IN RHODE ISLAND MCLE() » [ Modify | [ Reset |
ADIUSTMENTS() =
AR - A8 MOTOR WEHICLE LAW REPORTER()

AL - AAT TRIAL()

ALERT()

AR - AAT LAW REPORTER()

AR - AA] PRODUCTS LIABILITY LAW REPORTER()

AR - AAT TRIALNEWS()

ATTORMNEY PROFILE()

ALl ANNOTATED LEGISLATION() 7

| Previous | | save | | Cancel

Percentage Pop-up Window

Custom Settings - Percentage Method

Profile Name: Test

Activity Description Available:

US BILL TRACKING()

US BRIEFS()

US BUSINESS LEADER DIRECTORIES()
US CASES()

US CITATORS()

US CLE COURSE OF STUDY MATERIALS()
US COMPANY PROFILES()

US CONSTITUTIONS()

US COURT DOCUMENTS()

US COURT RULES()

.
8 LexisNexis® Powerlnvoice™- Pe.. (5| =n 3o
_—_—_

i@ Apply to selection only

i) Apply to all activity descriptions

|set| | Reset | | Cancel | Il

< | ] | »

Once you've selected an activity description:

1. Enter the percentage rate you wish to recover for each occurrence of that activity description.

2. Once you've set a percentage rate, click Set.
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3. Click Reset to reset the percentage rate form.

I"Tip:"'""'""'""'""""""'""'""'""'""'""'""""""'""'""'""'""'"'""""""""""""""""""’I
. The rate you enter indicates the percentage rate you wish to recover, not the discount rate. If you enter 25, you'll
+ recover 25 cents on the dollar; if you enter 125, you'll recover 125 cents on the dollar.

........................................................................................................................................
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How do | rename activity descriptions?

Whether you're setting recovery rates or not, whether you're creating, editing or copying a profile, you can rename any
or all Activity Descriptions that appear in your billing system. For example, you might prefer to have "Primary Legal
Research" appear instead as "LexisNexis US Codes".

1. Select a activity description to rename and click Rename.

2. Once you have renamed all desired activity descriptions, click Save to save them.

Custom Settings - Rename

Custom Settings - Add

Profile Name: ]|

Method: Apply Rate To:

® Set Rate by Type of Charge '® Contract Gross Amount

! Set Percentage Rate by Activity Description ' Contract Met Amount

" Rename Activity Description Only "' Transactional Gross Amount
| Set Rate by Type of Charge by Pricing Category ' Transactional Met Amount

‘' Set Percentage Rate by Pricing Category
"' Rename Pricing Category Only

Activity Description:

A PRACTICAL GUIDE TO COMSTRUCTION LAW IN RHODE ISLAMD MCLE F HiR
ADJUSTMENTS |:|
AK - AA] MOTOR VEHICLE LAW REPORTER

AL - AA] TRIAL

ALERT

AR - AR LAW REPORTER

AR - AA] PRODUCTS LIABILITY LAW REPORTER

AR - AA] TRIALMEWS

ATTORMEY PROFILE

ALl AMMOTATED LEGISLATION i
Reset All Activity Descriptions | Nt | | il

Rename Pop-up Window
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Custom Settings - Add

Profile Name: |Reclassif'_v-

Method: Apply Rate To:
(@ Set Rate by Type of Charge (@ Contract Gross Amount
Set Percentage Rate by Activity Drescription Contract Met Amount

Rename Activity Description Only Transactional Gross Amount

& LexisNexis® Powerlnvoice™- Se... (/=1
Activity Description: L S 3

US ANALYST REPORTS

US ATTORNEY DIRECTORIES Current Description:
Us BILL TEXT

Us BILL TRACKING |I"’IS CASES

US BRIEFS MNew Description:

US BUSINESS LEADER DIRECTORIES |
Us CASES

US CITATORS

U5 CLE COURSE OF STUDY MATERIALS
US COMPANY PROFILES

Reset All Activity Descriptions

|set| | Reset | | Cancel |

Once you've selected an activity description:

1. Enter a New Description.

2. Click Set to save.

31



LexisNexis® Powerlnvoice™ User Guide B 05-27-2016

How do | edit a profile?

=

o > w0

Select an existing profile.

Click Edit.

Enter a Profile Name.

Choose the method of recovery.

Choose a Method:

Set Rate by Type of Charge lets you assign a fixed amount you wish to recover for any LexisNexis activity
description.

Set Percentage Rate by Activity Description lets you assign a proportional amount you wish to recover.

The Rename Activity DescriptionOnly option lets you rename without adjusting recovery rates. For example,

you might prefer to have "Primary Legal Research" appear instead as "LexisNexis® Legal Services" on the
invoices you send your clients.

Choose to apply fixed or percentage rates to the gross amount indicated in your contract, the net amount
indicated in your contract, the gross amount charged to you per transaction or the net amount charged to you
per transaction.

Select an Activity Description and click here to rename it. (You can rename an activity description regardless of
whether you choose to set a recovery rate.)

Click the Reset All Activity Descriptions if you'd like to remove the modifications you've made.

Click Next to continue.
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Apply Profile: =S ~ [ Vew J[ Add J[ Est |[ Coov || Deete |

Standard Date Range: Custom Date Range:

@ Monthto date (02/01/2015-02/18/2015) + ) From Feb - 18 2015 v To Feb ~ 18 2015 «

Account Number(s): List ... Client ID(s):

ALL ALL

User Name(s): Ligt ... User ID(s): Ligt 0
ALL ALL

Custom User List{s): List ... Master Feature Name(s): List ...
ALL ALL

Member Profile Name(s): List ...

ALL

Report:

@ Custom Detail by Client/User

i) Custom Detail by User/Client

Include Research Description with Detail Report

@) user-Defined Format: Add Edt | | Coow Dielete

-

Allocate Lexis Advance® Charges based on :
[vour choice affects this search only. Go to the Preferences to change the document access charges default)
@ Lexis Advance® document access activity only

7 Lexis Advance® Access Charge and document access activity

ASCII Download Options: Vi Change ASCII Setti

(view] [_Download |
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Custom Settings - Edit
Profile Name: PROFILE NAME

Method:

(®) St Rate by Tvpe of Charge

O set Percentage Rate by Activity Description

() Rename Activity Description Onby

() Set Rate by Tvpe of Charge by Pricing Category
() set Percentage Rate by Pricing Category

() rRename Pricing Category Only

Activity Description:

A PRACTICAL GUIDE TO CONSTRUCTION LAW IN RHODE ISLAND: M(
ADIUSTMENTS

AR - AA] MOTOR VEHICLE LAW REPORTER

AL - AAT TRIAL

ALERT

AR - AAJ LAW REPORTER

AR - AA PRODUCTS LIABILITY LAW REPORTER
AR - AAT TRIALNEWS

ATTORNEY PROFILE

Al ANNOTATED LEGISLATION

Reset All Activiby Descriptions

Apply Rate To:
@ Contract Gross Amount

O Contract Met Amount
(_) Tran=actional Gro=ss Amount
() Transactional Net Amount

[ newt || cancel
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How do | copy a profile?

You can make a copy of an existing profile that's close to what you need and then modify it.

1.
. Click Copy.

2
3
4,
5

Select an existing profile.

. Enter a Profile Name.

Choose the method of recovery.

. Choose a Method:

Set Rate by Type of Charge lets you assign a fixed amount you wish to recover for any LexisNexis activity
description.

Set Percentage Rate by Activity Description lets you assign a proportional amount you wish to recover.

The Rename Activity DescriptionOnly option lets you rename without adjusting recovery rates. For example,

you might prefer to have "Primary Legal Research" appear instead as "LexisNexis® Legal Services" on the
invoices you send your clients.

Choose to apply fixed or percentage rates to the gross amount indicated in your contract, the net amount
indicated in your contract, the gross amount charged to you per transaction or the net amount charged to you
per transaction.

Select an Activity Description and click here to rename it. (You can rename an activity description regardless of
whether you choose to set a recovery rate.)

Click the Reset All Activity Descriptions if you'd like to remove the modifications you've made.

Click Next to continue.
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Apply Profile: == ~ [ Vew |[ Add J[ Edt |[ Copy || Deete |

Standard Date Range: Custom Date Range:

i@ Month to date (02/01/2015-02/18/2015) + ) From Feb + 18 2015 ~ To Feb + 18 2015 «

Account Number(s): List ... Client ID(s): List ...
ALL ALL

User Name(s): Ligt ... User ID(s): Ligt ...
ALL ALL

Custom User List(s): List ... Master Feature Name(s): Ligt ...
ALL ALL

Member Profile Name(s): List ...

ALL

Report:

@ Custom Detail by Client/User

i) Custom Detail by User/Client

Include Research Description with Detail Report

i©) user-Defined Format: Add Edt || Coow Delete

-

Allocate Lexis Advance® Charges based on :
(Wour choice affects this search only. Go to the Preferences to change the document access charges defaull)

@ Lexis Advance® document access activity only
@) Lexis Advance® Access Charge and document access activity

ASCII Download Options: i i

| view | | Download |
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Custom Settings - Copy

Profile Name:

Method: Apply Rate To:

®) Set Rate by Type of Charge ®) Contract Gross Amount

() set Percentage Rate by Activity Description () Contract Net Amount

() Rename Activity Description Only () Transactional Gross Amount
() Set Rate by Type of Charge by Pricing Category () Transactional Net Amount

() set Percentage Rate by Pricing Category
) rename Pricing Category Only

Activity Description:

A PRACTICAL GUIDE TO CONSTRUCTION LAW IN RHODE ISLAND M¢
ADIUSTMENTS A

AK - AAT MOTOR VEHICLE LAW REPORTER

AL - AAT TRIAL

ALERT

AR - AAT LAW REPORTER

AR - AAT PRODUCTS LIABILITY LAW REPORTER

AR - AA] TRIALNEWS

ATTORMEY PROFILE W
Al ANNOTATED LEGISLATION
Reset All Activity Descriptions I Nesct I g
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How do | delete a profile?
If you decide that you no longer need one of your profiles, you can:
1. Select an existing profile.

2. Click Delete.

Data has been processed through 03/037 2008,
February billing data is final,

Custom Tos: @
Apply Allocation Profile; | NO PROFILE DEFINED | View Frofle

Apply Profile: | TEST | View Add Eda Copy | [ Osiere |
Standard Date Range: Custom Date Range:

@ | Month 1o date (03/01/2016-03/02/2016) | ) from [mar wl[z |[z016 ¥|Ta[mar v][z  |[z018 ¥

Account Number(s): i Client ID{s]): ist

m

User Name(s): i
[ALL

Custom User List(s): i
[ALL

Membar Profile Name(s]: i
ALL

Report:

# Custom Dwetail by Cliant/User
) Custom Detail by UserfCliant
[] include Research Description with Datail Repot

) user-Defined Format: Ak Edi Copy Delete |
TEST FO®R EDIT

Suppress Report Title : ® ves O Mo

Include Page Break between Client Id in Custom Reports: ) Yes W Mo

ASCII Download Options: Vigw/Change ASCII Sestings
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How do | apply a profile to billing data?

Once you've created one or more custom profiles you can apply one to your billing data.

1. From the list of existing profiles, select the one you want to apply.

2. Choose the date range of the billing data you wish to retrieve - either one of the standard date ranges on the list or a
custom date range.

. (Optional) If desired, choose one or more account numbers, client IDs, user names, and/or user IDs.

. Select the report to run.

3

4

5. Click the View/Change ASCII Settings link to modify those settings.

6. Once you've made all your selections, click View to view your billing data with your selected profile applied.
7

. Once you've made your selections, click Download to download your billing data with your selected profile applied.

Dakta kas bean processed thicisgh 04/11./7016.
March billing data is fimal.

Custom Tips |
Apply Allocation Profile: | NO PROFILE DEFINED |

Apply Profile: PROFILE NAME Wew || Add [ E@ || coow || Doate
Standard Date Range: Custom Date Range:

@®) | Month to date (04/01/2016-04/05/2016) | O From [apr v|[s  |[2016 v]7a[apr V][5 |[2018 V]
Account Number(s): Ligt ... Client ID({s): List ...

|ALL | [ALL

User Name(s): List ... User ID{s): List ...

|ALL [ALL

Custom User List{s): Ligt .. Master Feature Name(s): List ...

ALL [ALL

Member Profile Name(s): List ... Pricing Category(s): List ...

|ALL | [ALL

Report:

®) Customn Detail by Client/User
() Custom Detail by User/Client
[] tnclude Research Description with Detail Report

O user-Defined Format: | _#dd || Ew || Copy || Delee
W

Suppress Report Title : ® Yes ) Mo

Include Fage Break between Client Id in Custom Reports: ) Yes ® No

ASCII Download Options: View/Change ASCII Settings

| WView | | Crownload

1 You may not set percentage rates for recovery of costs for citator services.
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Powerlnvoice™ Reallocation

The Reallocation feature in Powerlnvoice allows you to identify, reallocate or remove completely non-billable research
charges.

The Powerlnvoice reports used for reallocation are the Detail Client by User, Detail User by Client and Summary by
Client reports. At the Reallocation — Report Dates/Options screen, you can perform the tasks listed on the following

pages.
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How do | use the reallocation feature?

The Reallocation feature in Powerlnvoice allows you to identify, reallocate or remove completely non-billable research
charges.

The Powerlnvoice reports used for reallocation are the Detail Client by User, Detail User by Client, and Summary by
Client reports. At the “Reallocation — Report Dates/Options” screen, you can select from the following options:

1. Choose one of the standard date range options or create your own custom date range.
2. Determine how you want the detail report sorted by choosing either the Client/User or User/Client order.
3. Choose whether to Suppress Report Title or Include Page Breaks.
4. Choose to reallocate contract charges or transactional charges.
5. Choose to reallocate charges By Client ID, By LexisNexis Activity Description, By Type of Charge, or By Member
Profile Name.
6. Click Next to continue the reallocation process.
Reallocation - Report Dates/ Options Tipz - H
Standard Date Range: Custom Date Range:
@ | Month to date (03/01/2016-03/02/2016) | O from [Mar v|[2  |[2016 v|7a|[Mar Vv|[2  |[2015 V|
Repart: ) Detail by Client/User
) Detail by User/Client
[ 1nclude Research Description with Detail Repart
() summary by Client
i) User-Defined Format: | Add | B || cCoov || Delee |
[TEST
Suppress Report Title : % yes [ No
Include Page Break between Client Id in Reallocation Reports: ) Yeag (W ng
Reallocate: ® Contract Charges

()} Transactional Charges

Reallocate Charges: 3 By Client 1D

() By LexisNexis Activity Description
() By Type Of Charge
(! By Member Profile Name
! By Pricing Category
Reset |[  Next
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Reallocating Contract or Transactional Charges

You have the choice of reallocating contract charges, which will help you recover the cost of your flat-rate contract or use-
discount plan by dispersing non-billable charges among the billable clients on the Powerlnvoice report. You also have the
option of reallocating transactional charges from non-billable to billable clients.

However, contract charges can only be reallocated to other contract charges and transactional charges can only be
reallocated to other transactional charges. You cannot reallocate transactional charges to contract charges and vice
versa.
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Reallocating by Client ID, LexisNexis® Activity Description, Type of Charge,
Member Profile or Pricing Category

You can also choose whether to reallocate non-billable LexisNexis Activity Description charges or non-billable client
charges. For example, you may choose to reallocate all US Cases charges to the other activity description charges on
your Powerlnvoice report, such as US Codes or US Administrative Materials. The other option would be to reallocate non-
billable client charges to billable clients. It is not possible to generate one report that will reallocate charges for both non-
billable LexisNexis Activity Descriptions and clients.
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Reallocating Fixed Charges

The next step in the reallocation process is to select which fixed charges (if any) you would like to reallocate. Fixed
charges are not applicable to everyone and the following screen will only appear if you do have monthly fixed charges:

Select Date AccountMumber City Description Amount
02/01/2015 111004QUCHI MASON LEXIS® FOR MICROSOFT OFFICE WITH DOCUMENT TOOLS % 40.00
02/01/2015 1110040UCMI MASON LEXIS ADVANCE® FOR TAX 8 5.17

Fixed Charge Amount Owerride Fixed Charge Amount
¢ 0.00 < 0.00

[ Previous | [Nest] Eanceli

If you wish to reallocate these fixed charges, select the charge to the left of the item. As you select these items, the box at
the bottom of the screen will display the total of the fixed charges you want to reallocate.

If you select the radio button for Fixed Charge Amount, the amount shown in this box will be reallocated. If you select the
radio button for Override Fixed Charge Amount, you can enter in the amount you want to reallocate instead.

Once the fixed charges (if any) have been selected, the screen at right will appear with a list of the Client IDs entered for
the selected date range.
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All Client IDs or activity descriptions will appear in the box on the left—Billable Clients. You can move Client IDs to the box
on the right—Non-billable Clients— by highlighting non-billable Client IDs and using the arrow buttons in the middle. As
you move Client IDs to the box on the right, the spaces underneath for Non-billable gross and net amounts will reflect the
charges associated with these clients. The middle column of boxes will display the customer's total gross and net contract
or transactional amount for the selected time period.
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The billable recovery rate input field allows you the option to specify the percentage rate at which the gross and net
usages will be reallocated. In other words, the percentage rates you select will be applied to the figures displayed in the
Non-Billable Gross/Net Amount fields on the far right side of the screen. For example, if you enter 50% in the "Reallocate
Gross Use at" field, one half of the total unexcluded non-billable charges displayed in the Non-Billable Gross Amount field
will be distributed among your billable clients when the Reallocation report is generated.
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Zero-cost Records

You can eliminate any zero-cost records included in the Reallocation report. If you choose this option, any billing record
with a total amount equal to $0 will be removed.
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Non-billable Display

You can also determine whether you want the non-billable client/service information to appear in the Reallocation report.
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Marking or Unmarking Items for Exclusion

This button is located beneath the list of non-billable clients/services and is used to identify and isolate those items

you do not wish to reallocate. Simply click the item in the list above and then click the Mark/Unmark button to mark it

for exclusion. Any charges associated with the item will be removed from the total non-billable charges and will not be
reallocated. The item will remain in the non-billable list, and >>>EXCLUDE<<< will be appended to the item's name. If you
wish to reallocate these fixed charges, select the charge by placing a check mark in the box to the left of the item. As you
select these items, the box at the bottom of the screen will display the total of the fixed charges you want to reallocate.

Selecting the item and clicking the Mark/Unmark button again will remove the >>>EXCLUDE<<< sign next to the item
and add it back in to the Reallocation report's calculations. Once these selections have been made, you may either view
the report online or download the report. You can also select to download the report after you have viewed it online. The
report can be downloaded in HTML, ASCII, or spreadsheet format. If you choose ASCII, you can select from the following
ASCII settings:

B Fixed Length—Each column is defined by a set length and width.
B Delimited—Instead of a fixed length format, the fields are separated by a character such as a tab or comma.
If you choose delimited, then you must choose from the following:

B Delimiter Type—a column separator (delimiter) is used to denote breaks between fields of data. Comma and tab are
common column delimiters, but the Other field is where you can input any other column delimiter. For example: pipe
symbol (|) exclamation mark (!) question mark (?) period (.) etc.

Quote—By quoting the Text Fields, applications like Excel® will not attempt to convert the data within the quotes. In
some cases, without quotes, data is read and converted by Excel into a formula. By quoting the text, the data is left
as is and displays correctly.

B Quote Type—This is user- or time- and billing-application preference as to the type of quote used, double or single
quotes.

B |nclude Column Headers—You can also choose to include/not include the column headings when downloading the
report.
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Reallocation Report

The Reallocation report is identical to the Detail by Client/User (or User/Client) Date/Service/Type of Charge report with
two additional columns on the right.

One column shows the reallocated gross amounts and the other shows the reallocated net amounts. The column heading
will either say "Reallocated Contract Gross/Net Amount" or "Reallocated Transactional Gross/Net Amount" depending on
what type of charges you select to be reallocated. An example of the report appears below.

REALLOCATION DETAIL BY CLIENTIUSER/DATEMCTIVITY DESCRIPTION/TYPE OF CHARGE

CONTRACT CSF TRANEACTRONAL TEE
AL LOCATID
ToTA CONTRACT  EEALLOCATED
WTITTY T or [ T TRANEACTIONAL TRANLACTIONAL TRANGACTIONAL BEFOEE TOTAL = CONTRT
CER D BaTE  BESCEIFTION CHABGE  QUANTITY AMOUNT ABASTAENT AMOUWT CBOSS AMOUNT  ARJUSTRENT  SET AMODWT  Tal  Tal* CHARCES  AMOGUWT  NET AMOUNT
FEB- | TRANLAETIGNAL
LA e TR AL
LA b enama  COMMITMENT T W " i L LETET U T T U TTET b 1
T 2
- - L L) L] L] L ELE W e - L =]
m .
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Threshold Alerts

You can Add, View, Edit, Copy, or Delete a threshold alert, using the buttons provided on the Threshold Alerts tab under
the Billing Data tab.

Threshold Alerts

Reports:

BY ACTIVITY DESCRIPTION =
BY CLIENT ID

CLIENT ID ALERT

SINGLE CRITERIA o

[ Add || Eda || Delets |
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What are Threshold Alerts?

Threshold Alerts allow you to set up an alert to notify you when certain thresholds have been reached.

Thresholds available include:
B Contract Gross Limit (amount before monies are taken off/fadded to meet contract amount)
B Contract Net Limit (amount after monies are taken off/added to meet contract amount)
B Transactional Gross Limit
B Transactional Net limit
B Total Charge Limit
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How do | add a new Threshold Alert?

1. Select the Billing Data tab.
2. Select the Threshold Alert tab.

3. Click Add to create a new threshold alert.

4. Enter a Threshold Alert Name.
5. Select the Client ID(s) you want to use.

6. Enter threshold values in one or more of the limit boxes.
B Contract Gross Limit
B Contract Net Limit
B Transactional Gross limit
B Transactional Net Limit
B Total before Tax Limit
7. Enter up to 25 addresses in the To email addresses box.
8. Enter or modify the current Message.

9. Enter or modify the Subject for the email.

10. Click Save to create the threshold alert.

The new threshold alert will now show in the Threshold Alerts Reports list.

You can edit and delete these threshold alerts using the appropriate buttons.

CHIDSE P Invoices & Other Documents | Administration ' Analytics
Saarch | Custom | Reallocabion = Uoer-Defined | Threshold-Alert | Allocation Profilas

Reports:

Tear — S
TEST FOR CONTRACT GROSS [ Add Eda Diubate
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How do | edit a Threshold Alert?

. Select the Billing Data tab.
. Select the Threshold Alert tab.

1
2
3. Select a Report.
4

. Click Edit.
Edit Threshold Alerts Tps' &
®) Client 1D(s)
O User ID(s)

() Activity Description(s)
) user Name(s)
() custom User List(s)

Edit Threshold Alert Based On Client Id

* Threshold Alert Name: 757 |

* Client ID(s) ALL st
Contract Gross Limit |D |
Contract Net Limit l0.00 |

Transactional Gross Limit |1D‘|] |

Transactional Net Limit |E]'.[]'I] |

Total before Tax Limit |U‘ 00 |

An emall notification will be sent when the amount specified has been met

. Message:
To jahn.dueﬁlexisnexis.cm This is the PowerInvoice -
e threshold notification you
regquested. Please sign-in
to PowerlInvoice for
additional use details.
Seperate e-mail addresses by comma.
Max, of 25 addresses
Subject: rinerlnmice threshold notification-Client ID 1 by

* Required Fields | Update Cancel | Clear

5. Modify the information, as desired.

6. Click Update to create the threshold alert.
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How do | delete a Threshold Alert?

1. Select the Billing Data tab.
Select the Threshold Alert tab.
Select a Report.

2.
3.
4. Click Delete. A dialog box appears asking if you're sure you want to delete the selected threshold alert.
5. Click OK to confirm deletion of the selected threshold alert.
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Allocation Profiles

All Organizational Customers can view allocation profiles in LexisNexis® Powerlnvoice™ service. This allows for non-
billable use to be removed and not impact billing for billback purposes.

You can Add, View, Edit, Copy, or Delete an allocation profile, using the buttons provided on the Allocation Profiles tab
under the Billing Data tab.

Data has been processed through 11/29/2015.
October billing data is final.

Search Tips
Apply Allocation Profile: | NO PROFILE DEFINED ¥ | View Profie
Standard Date Range: Custom Date Range:
® | Month to date (11/01/2015-11/28/2015) v | From Jan ¥ ||1 2015 ¥ |To|Nov ¥ :23 2015 ¥ |
Account Number{s]): i Client ID{s): Lizt ..
ALL ALL
User Name(s): i User ID({s): List .,
.ALL ALL
Activity Description (s): List ... Type of Charge(s): List ...
_ALL ALL
Custom User List(s): List ... Master Feature Name(s): List ...
_ALL ALL
Member Profile Name(s): List ...
ALL

* Report Sections:
(Tio s2& how the reports look and the kind of information they provide, ciick Samiple Reports)
Clear Selections
Complimentary/Trial Use
Excluded Report

Account Summary

Credits . N .
Detail Report Summary by Financial Account Summary by Activity Description
al )
) Dehllpb Client/u Summary by Client Summary by User
{111 SET
. Masked Summary by User/Date

! Detail by User/Client

—! Include Research Description —' Summary by Client/User/User ID

| Summary by Client/User/User IDVDate

Items to note about allocation profiles include:
B |t may take up to 15 minutes to get the initial report

B Results are sent using email, unless the report size is larger than 9 mb. If a report is too large, then you will need
to sign in to access the report

B You can have as many allocation profiles as you'd like

B When you add an allocation profile, the new profile name is instantly available as a filter in other search forms
using Apply Allocation Profile
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How do | create a new Allocation Profile?
1. Select the Billing Data tab.
2. Select the Allocation Profiles tab.

3. Click Add to create a new profile.

Defined | Threshold- Alert | Alocation Profilles Alerts | Alerts History

Data has been processed throwgh 04333015,
March billing data is final.

Search Tps:
Apply Allocation Profile: [EIIINENEGEGN ~ Vew || Add || Edt || Coow || Delete |
Standard Date Range: Custorm Date Range:
@ Monthto date (04/01/2015-04/23/2015) " From Apr w 23 2015 + To Apr = 23 2015 -
User Name(s): List ... Client ID(s): List ...
ALL ALL
Activity Description(s): List User ID{s): List ...
ALL ALL
Custom User List(s): Ligt ... Type of Charge(s): List ...
ALL ALL
Member Profile Name(s): List ... Master Feature Name(s): List ...

ALL ALL

4. Select the Account Number you want to use and click Next.

P N O rmm o m o m oo oo
. Only one Financial Account can be selected.

..................................................................................................................................

5. Enter a Profile Name.
6. Choose at least one Report Selection Criteria and click Next.
7. Move the report criteria elements to the proper columns.
B Excluded — Removes the charges entirely
B Billable — These are billable users, clients, etc (redistributed charges would allocate to these)

B Redistribute — Redistributes charges amongst the other billable users, clients, etc.

8. Click Finish to create the Profile.
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Client 1D starting with: and Search in: @ Excluded ) Billable ) Redistribute oK |
Excluded Billable Redistribute

***NO CLIENT ID SPECIFIED™** 123 KUM 456

B
<

AFIE]

sl
$
A

[ Previous | [ Fimsh | [Cancel |

The new profile name will now show in the drop-down list to easily run the predefined allocation report.

You can edit and delete these profiles using the appropriate buttons.

Data has been processed through 11/29/2015.
October billing data is final.

Apply Allocation Profile: | NO PROFILE DEFINED ¥ | View Profile |
Standard Date Range: Custom Date Range:

'® | Month to date (11/01/2015-11/28/2015) v | ) From|Jan v |1 |[2015 ¥ |To[Nov ¥ |28 |[2015 |
Account Number(s): List ... Client ID(s): List ...
ALL |ALL |
User Name(s): List ... User ID(s): List ...
ALL |ALL |
Activity Description(s): List ... Type of Charge(s): List ...
ALL | ALL |
Custom User List(s): List ... Master Feature Name(s): List ...
ALL | ALL |
Member Profile Name(s): List ...

ALL |

* Report Sections:
(To see how the reports look and the kind of information they provide, click Sample Reports)

Clear Selections

= U Complimentary/Trial Use

| Account Summary O Excluded Report

L credits .

= ) )" summary by Financial Account summary by Activity Description
|| Detail Report O

Summary by Client

| Masked

summary by Client/User/User ID
Summary by Client/User/User ID/Date

) i summary by User
"' Detail by Client/User

' Detail by User/Client
|| Include Research Description

O OO

Summary by User/Date

OO
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Invoices

The Powerlnvoice service gives you instant access to up to 24 months of invoice data for your organization. Just fill out
a Powerlnvoice search form to locate the one or more invoices you want to retrieve. You can then browse through the
various reports that comprise each invoice, print a copy of the ones you want, or download the information to your PC.
You can even get a facsimile of the invoice, in PDF format, if you'd like. (Invoice images not available to all customers.)

In addition, you can:

B View all of your account activity - invoices, payments, credit memos and adjustments - over the past 24 months

B See your current account balance, which includes any amounts carried over from previous months, not just current
charges

B Choose to receive an email alert that your invoice is ready online
B Pay account balances online (please click instructions for registering)

For a quick overview of options for working with invoices, see payinvoiceonlineoverview_cpt.html.
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How do | find an invoice?

1. Click the Invoices & Other Documents tab, then select the Basic tab, if necessary.

2. Choose a Standard Date Range or a Custom Date Range to see a snapshot of your company's use in a particular
month. This is a quick way to retrieve the monthly invoice for one or more account numbers.

3. Once you've made your selections, click View to search.
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How do | view an invoice?

Once your search is complete, you'll see an invoice list that shows you the invoices that match your search criteria.
Options on this page include:

B Click Edit Search if you want to edit your search criteria.

B Click Download to download an invoice without viewing it.

B Click an Invoice Number link to go directly to the first page of the invoice.

B Click a Pay Now button to pay the invoice online using a credit card or electronic fund transfer (EFT).

Invoices tab

Accouint Services Erebrences S o (5] i

St BT il 15

N Ievoices & Other Doosments

Irvwoice List
1P rccls] bnard

Wremea | v 1T

(wvice @ Amount Due_ Owline Account M

2011 FLFS SO | a,.l [ J sdlamianis LlooosCalm LLloOagnlFr SIUE_Cwerlamm Dated Tis g0 [,
= DAYTON, OH
2030 1) Aay FAIRO0 Paymant Pandr 3 D0k PO by L - Datad Tan #ggod [ree
ST
Aagiiiles | D F R i [ r—— SLIALSR0ES  [1R00LDESIPD L LDQEEEIFT SSUB_DwerCamn Dbl a5 Sagan [
Dl VTN, O

Below is an example of how an invoice may look in the Powerlnvoice service. What you see depends on your search
request.

Invoice Result
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@ LexisNexis:

LIS FEQERAL TAX ID 52-1471542

CAnADIAR GET REGETRATION MUMEBER 15397457 FT
Ok A D ERACSTREET MUMEER 87-7457- 2553

Loz isMaxis 3 Division of Reed Elseviar inc

INVOICE TO:

Customer Mumber: 119002405 P2
Attr:.

S5UE OWERCOMM

42 SPRIMGECORQO PIKE
CAYTOM OH 4544%

UMITEC STATES

Imyoice Period Invoice Cate ”:Sﬂg;r Arcount: Murnber Fayrnent Cue Arnount Cue in LSS
O1-FEB-2015 10 sfram

e, | 2sFEB2015 | 30%011319e [11004C1SIP7 Rmi':'p‘;‘:f i $5195.34
Summary Current Period Charges
Current Period Charges J400LH
Current Period Charges - Tanes Jn00
Total Current Pericd Charges 42900
Acount Summary
Preyious Balance 34,766 84
Paymnents/Frefayrents W
Prior Period Credits $0.00
Prior Period Credits - Taxes F0.00
Adjustrnents W
Total Current Period Charges 22
Total Amgunt Dus 5513534

On this page, you can:

Click Pay Now to pay the invoice online using a bank fund transfer.
Click Download to download the invoice.
Click Edit Search to edit your search.

Click Invoice List to go back to the invoice list.
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How do | download an invoice?

1. Click the Invoice link. A PDF of the invoice opens.

2. Click Download, select the invoice, and select the Download format.
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How do | view open invoices?

This feature lets you view your current open invoices.

1. Click Download to download the Open Items Report in HTML or PDF.
2. Click an invoice number to view the invoice details.

3. Click Pay Now to pay the invoice online using a bank fund transfer.
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How do | view payment history?

This feature gives you access to all of your account activity—invoices, payments, prior period credits.

1.

A w0 D

Click to search for payment history for a specified date range. You might choose the past 90 days, a particular
month or a custom date range.

Click to select the types of payment history items you'd like to view.
If applicable, enter a specific invoice number.
If applicable, enter a specific check number.

Click View to view selected payment history.

- Tip: """""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""" .
+ Once the PDF invoice image opens, you can only view the PDF; all other functions require you to go back to the i

. browser to pay the invoice.

If you choose no search criteria, you will receive all payment history items.

On this page, you can:

Click Edit Search to edit your search criteria.
Click Download to download payment history.
Click a link to view a specific invoice.

Click Pay Now to pay the invoice online with a bank fund transfer.

Payment History Search

pocuments

Accounts Receivable Statements | Dunning Letter

Please Note: Date range search functions reflect the date an activity was posted to your account.

Standard Date Range: Custom Date Range:
@ Al Available Dates - From Feb - 1 2015 = Tg Feb - 1 2015 =
Item Type: Invoice Number:

ALLITEMTYPES -

Check Number:

Im][ Clear all ]

Payment History
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s & Other Documents

sent History Adcounts Recesivable Statements | Dunming Letter

Reput Date: 02s27/2m8S SSUB_DvesComm
Data Processed Thiough @ 02/09/2015 3442 SPRINGEDRD PIKE
Customer Husher N0MGSIPD DAYTOMN, OH 454495449

Payment History

Activity as of 02/25/ 2015

Posted Date Ttem Number  Online ; Invoice Date Tax Report Check Number Ttem Amount Currency

02/00/2015  30901NB\ INVOLCE 02/28/2018 Mﬂ 429,00 USD
02/05/2015 090712440 Paymant Pending INVOICE 02/28/2015  DstmilTax 429.00 USD
0012015 308012059 Pay Now INVOICE 01/31/2015 mﬂ 429.00 USD
0L27/2015 3DAN11ZEE [ Pay how | INVOICE 01/31/2015 E-‘“J&—T“ 429.00 USD
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Overview - Paying Your Invoice Online

This article provides overview information about working with invoices.
B Registering for Automatic Payments
B Searching for Invoices
B Paying Invoices Online

B Updating Your Online Payment Options

The LexisNexis Powerlnvoice service now offers new features for paying invoices online.

When you receive your invoice, click the NewPowerlnvoice link in the email, then sign in to LexisNexis® Powerlnvoice™
service with your Lexis Advance® ID and password.

Once you have signed in, select the Preferences link in the upper right of the page to register for online account
management.

Select the Account Management tab to register your credit card or bank information.

+ If you choose to pay automatically, your selected payment option will be used, and you will not need to pay each
+ invoice separately.

........................................................................................................................................

When the Automatic payment Terms of Use dialog appears, click | Accept. You will then see a confirmation screen with
automatic payments shown as On.

Powerlnvoice will display the last 24 months of invoices for your organization. You can click either the Basic or the Open
Items tabs to locate invoices.

B The Basic tab allows you to search for a specific invoice or date range
B The Open Items tab will only display invoices that are open or unpaid
Basic Tab
Search by Custom Date Range or Standard Date Range (month by month).
Click View once you've set your date range.

Once your search has run, it will return a cite list of invoices matching your search criteria. This list will include both paid
and unpaid (open) invoices.

Click the Invoice Number link or click the View button on the right to pull up the invoice.

Open Iltems Tab

Use Open Items to display only unpaid invoices. If registered without the automatic payment option, then you will see a
Pay Now button next to the invoice. You will also see Pay Now next to unpaid invoices after a Basic invoice search.

Clicking Pay Now will open the invoice to go through the payment process.

The Pay Now button will only show if you have not selected the automatic payment option.
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If you choose not to set up an automatic payment option, you can pay each invoice monthly.

Fill out your bank account information (on left) or credit card information, or use preexisting information.
Click Submit Payment.

Review your payment confirmation, then click Finish.

Your Invoice status changes to Payment Pending.

If you use the automatic payment option, you will automatically see Payment Pending.

If you need to modify your online payment settings:
Click Preferences to update your online payment options anytime.

Select the Account Management tab to see and change your online payment registration options.
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Using the Administration Tab

The LexisNexis Powerlnvoice service provide Powerlnvoice administrators the opportunity to assign specific users with
access to one or more financial accounts. The users can then view the billing data and invoices, and set up autopayment

of invoices.
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How do | manage accounts?

. Click the Administration tab.

. Enter a User Name in the box, if desired.

1

2

3. SSelect a User Name.

4. Select which Financial Account Information you'd like this user to have assigned to them.
5

. Click Finish.

Manage Account Assignment

[-J') | I 'l LCL-'"_!
Manage Account Assignment
User Name Financial Account Information
JAMES PITZER Select the financial account the user can view.
+ Salect All

< LexisMexis LA Test Power_Invoice Pitzer
Mamesburg OH

[ et |
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How do | manage Allocation Profile Access?

Managing allocation profile access allows a Powerlnvoice administrator to assign specific users the ability to create new
or edit existing allocation profiles, while other users can only select a profile to use/run data through the profile.

1. Click the Administration tab.

2. Click the Manage Allocation Profile Access tab.

3. Enter a User Name in the box, if desired.

4. Select the Create/Edit and/or the View/Run boxes for each user, as desired.
5

. Click Finish.

Hanage Account Assignment | Hanasge Allccation Profile Access

Maka your selechons as o the Powerlnvorce users who can creata and edit Allecabon Profilas and those
users who can only run reports with the allocation Profile setbings apphed

[P ook up UserNan =2
Manage Allocation Profile Aooess Tos ' &
i Create/ Edit View,/Run
[+ selact Al [+ Select Al
JAMES PITZER |+ o
" Finash |
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Working with the Analytics tab

The LexisNexis Powerlnvoice service provides Analytics information.

On the Analytics tab, you can select from the Saved Chart Profiles and then Edit, Copy, Delete or View the selected
profile. Or you can click Create Chart Profile to set up a new chart profile, by specifying a profile name, a date range, and
one or more attributes; specifying how the information will be displayed; specifying one or more functions to use; choosing
whether to view by Amount or Percent; and then clicking Finish. Once the chart is displayed, you can then choose to
View PDF and you can save the PDF file, if you'd like to.
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How do | work with Saved Chart Profiles?

1. Click the Analytics tab.
2. Select a profile name from the Chart Profiles drop-down list.

3. Select an Action to take: Edit, Copy, Delete, or View.
If you select Edit or Copy, you will be taken to the Edit Chart Profile page, which works similarly to the Create New
Chart page. See How do | create a New Chart profile?.

If you select Delete, you will be asked to confirm your choice to delete the profile, and once you've confirmed your
choice, the profile will be permanently deleted.

If you select View, the chart will be displayed in a new window.

Saved Chart Profiles

Billing Data | |Inveoices & Other Documents ' | Administration

Saved Chart Profiles Tios |
Select a Chart Profile from the drop down bax and click on an action.
Chart Profiles: | Saect a Profile E

A551

R553
TEST1
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How do | create a New Chart profile?

e aaTeTo ] g k=T g e R LR R L L LR LR
If you click Finish and are told that no data matches your criteria, you can use the Previous and Next buttons to go
back through the options and change them.

1. Click the Analytics tab.

Billing Data  |Invoices & Other Documents % Administration Analytics

Saved Chart Profiles | Create New Chart

Step Step Slep Slep

@ O 000

Profile Name*

TEST 123

Date Range
* | February 2016 ¥

Custom Date Range
From

February * | 24 2016 =
To ;
February |24 2016 -

Your graph will be displayed here onoe you have completed the 4 step process

Attribute®

Client
User Hame

® activity Description
Type of Charge
Account Informalion
Member Profile Mame
Master Feature
Custom User List

Previous | Mext
| Previous |

* Emtry Required

2. Click the Create New Chart tab.
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Create Chart Profile

Step Step Step Step | Activity Description |

O—@ (4

Profile Name™
TEST 123

Date Range
® | February 2016 v |

"' Custom Date Range
From

February * 24 [2016 *
Ta
February v | 24 [2016

Your graph will be dizplayed here once you have completed the 4 step process

‘' Contract Gross

" Contract Met

"' Transachonal Gross

"' Transachional Net

" Total Charge{Includes Tax)
"' Tokal Before Tax

"' Other charges

Y Quantty

L& Online time will not be included

Previous Mext

* Entry Reguired

Display Based on*

3. Enter a new Profile Name.
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Create Chart Profile

step Step Step Step

O—0C0 @O

Prafile Mame*

| Activity Description | | Contract G-ms.il

[TEST 123

Date Range
® | February 2016 L

- Custom Date Range
From :
February |24  |[2016 v
Ta
|February |24 | 2016 +

Your graph will be displayed here once you have completed the 4 step process

Function™®

Enter a mumeric value greater than 0 in one or more of the
below beowes. Only values greater than 0 will be displayed.

Greater Than or Equal To

(] |
Less Than or Equal To |
Top Report l :
Examiple : Top 10 clients
| Frevious |

| Next |

* Entry Required

4. Choose Date Range options.
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Create Chart Profile

S ho e S | Activity Description | | Contract Gross | | Greater Than or Equal To 10

O—0 -0 @

Profile NMame*
TEST 123 |
Date Range

® | February 2016 v |

'~ Custom Date Range
From
|February v |[24 | 2016 v
To

|February v|[24 | 2016 +

Your graph will be displayed here once you have complated the 4 step process

View*

Amounts will be displayed in the Billed currency
w4 Amount

|wf| Percent

Previous Finish

* Entry Required

5. Select one or more boxes under Attribute.
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Febnsary v | 24 2016 =

View*

Armcurids will be daplayed in the Billed curremcy
o Amount

Profile Name*
| Percent

Praviows Finish
* Entry Reguired

Click Next.
Select an option under Display Based on.

Click Next.

© © N o

Enter a numeric value in at least one of the Function boxes.
10. Click Next.

11. Select one or more boxes under View.

12. Click Finish. The chart is displayed to the right of the settings. You can click View PDF to open the chart in a PDF

viewer, and use that tool to save the chart, if desired.

Edit, Copy, Delete, View Analytics Chart

Foep Stop #p #wp | Activity Description | | Contract Gross | | Greater Than er Egual Ta 10 | Aot
Percent
-0 0 @ TEST 123
JAN 01, 2016 - FEE 24, 2016
TEST 123 ————————————— 3582
Isate Hange
Fabruary 2016 * _—
® Cmstom Dabte Ramnge
Fruom
Janusary v |1 2016 *
To

TEST 123
JAMN 01, 2016 - FEB 24, 2016

ij—lﬂ

W U5 CASES

W US STATUTORY CODES

U5 LV ROVICAS ARD JOURNALS

SHEPARDS

W U5 CASE

LS STATUTORY CODES

W LS LaW REVIEWS AND JOURNALS

SHEPARDS
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|Billing Data  |Invoices & Other Documents '\ | Administration '\ [EEL L0
Baved Charl Profiles | Create Mew Chart

Select & Chart Prafile from the drop dewn box and click on an action,

Chart Profiles: | TEST 123 v |

Selected Profile: TEST 123

Actions: Edit | Copy | | Delete | | View
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Registering for Online Account Management

How do | pay for my Powerinvoice services?

1. After you have set up your online account management, you can easily pay directly from the Invoice screen.

General | Billing Data | Invoices & Other Documents | Account Management

Account Management

I110040S5IP0
DAYTON , OH

Select E-invoice notification preference below.
) Receive E-mail alerts
@ Mo E-mail alerts

E-mail Address :

Credit Card Information

Modify Credit Card Information

Bank Information

Register Bank Information

[ ok | [ Cancel ]

2. Click Pay Now to begin payment process. If auto-payment is selected, clicking the Pay Now button is not required.
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Bank Payment Registration Kl
Invoice Motification Preferences for ASHISH AGRE

Upon completion, your banking information will be securely stored by LexisMNexis. Registering your banking
information will allow you to easily make future online payments. Lexishexis uses industry standard methods to

secure your banking information and will only use the information to pay your LexisNexis invoices. To register,
please enter the information below,

O Automatically (EFT or ACH) transfer payments from this account

Please enter information exactly as given by bank

Bank Name: *

Bank Routing Number: *
Account Number: *
MName on Bank Account: *
Firm/Person Name: *

Phone Number: *

Fields marked * are mandatory. How secure is this information? I:Iur] I. Finished ] I Cancel |

3. Enter information in all fields marked with an asterisk (*).

4. Click Submit Payment to complete your transaction.
An email will be sent to the user indicating that the payment is in process.

The Payment Confirmation page confirms that the payment has been processed. Click Finish to complete the
process.

dconny Bumer [ume Bange B prry D Curremy
151 GOSCANTE - Q201 HIS - kAl [+ ite £ US DOLLARS
350 CwverComml L

DRYTON -

Aoporta; Surmmary by Clend = gt 1 af 1

“Bilbrng 0 i d it s walliate Lawe Elimaled baved o0 wmage The oflical mviecs sckeles Lses baisd on auil of i & by sl |

v peid @il

. LenxisMexis Powerlnvoice™

SUMMARY BY CLIENT

CONTRACT K5E TRANEACTIONAL T¥E
GROSE =T TRANEACTIONAL TRANEALTROEAL TRANRAL TIOMAL TOTAL TOTAL
CLIENT AMOENT | ABJUSTMENT AMMNT CROGS AMCINT | ABMUSTMENT | SET AMOGNT  BEFORE TAX TaX~ CHABGES
§ 1 | N W MO W RILT Ble W Wi | s o

Note that the status in the Invoice List changes to Payment Pending.
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Preferences

How do | set my preferences?

+ On each Preferences tab, you must click OK to save any changes you make. i

.....

N g s

o

...................................................................................................................................

On the General tab, select a Display Language for the Powerlnvoice service (does not apply to the Powerlnvoice
sign-on screen).

On the Billing Data tab, choose a Default Explore Path - the order in which your billing data appears in a billing
report. Sort by client and then by user or by user and then by client. You can also set whether you want to Include
Account Details on Reports.

Choose whether or not to see an allocation adjustment for subscription pricing charges at the account, client, service
and user levels (if you choose No, you'll see gross charges only).

Select a Display Currency for the currency you wish to see displayed in your report.
Choose the Default Download Format.
Choose the Default View (page) you want displayed when you select the Billing Data tab.

On the Invoices & Other Documents tab, choose the number of invoice search results you want displayed in a
page.
Choose which page you want displayed when you select the Invoices & Other Documents tab.

On the Account Management tab, use the links provided to Modify Credit Card Information or Register Bank
Information.

General Preferences

General | Billing Data \ Invoices & Other Documents | Account Management §

General Preferences
Display Language: US ENGLISH -

[ oK ] [ Cancel ]

Billing Data Preferences
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Billing Data \ Invoices & Other Documents Y Account Management
Billing Data
Default Explore Path: . Client/User » User/Client

Display allocation of subscription charges? ®yes (JNo

Include Page Break between Client ID :
0On Custom Report O‘I"es @ Mo

On Reallocation Report O ¥es @ No

Suppress Report Title :
0On Custom Report @‘ﬁ:s O Mo

On Reallocation Report ®ves (No

Include Account Details on Reports : (J¥es @ No
Billed Currency: |US DOLLARS |

Display Currency: | UNITED STATES DOLLAR V|

Regional Currency Display Format: IL|E ENGLISH

Default Download Format: | ASCII (DELIMITED TEXT) V|
Default View: | SEARCH V|

| ok || cancel

Invoices & Other Documents Preferences

Billing Data ! Invoices & Other Documents | Account Management

Invoices & Other Documents

Invoice List Size: 25

Default View: BASIC SEARCH -

[ ok || cancel

Account Management Preferences
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How do | set my account management preferences?

- Tip: """"""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""" "
+ On each Preferences tab, you must click OK to save any changes you make. i
1. Onthe Account Management tab, enter your email address in order to receive invoice-ready notifications or
payment confirmations.

2. Click Register a credit card to enter or modify credit card information for your account.

3. Click Register Bank Information to enter or modify bank information in order to pay your invoices online.

Account Management Preferences

General | Billing Data \ Invoices & Other Documents | Account Management

Account Management

John Doe
R510374QT
Podunk, OH

Select E-invoice notification preference below.

¥ Receive E-mail alerts

@ No E-mail alerts )

E-mail Address : john.doe@somecompany.com

Credit Card Information

Reqgister a credit card

Bank Information

Reqgister Bank Information

[ ok | [ Cancel ]
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Help

When you have questions about using the Powerlnvoice service, you can:

B Click the Help link at the top-right corner of the screen for comprehensive help that can remain open while you're
using the Powerlnvoice service

B Call LexisNexis Customer Support at 1-800-543-6862
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