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User Guide | Adding New Users in Bulk in LexisNexis
Account Centre
Current as of June 18, 2026

1. Once logged into LexisNexis Account Centre, click on Users dropdown and then
click Manage Users.
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2. Next, click Add User button.
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3. Click Advanced Add User button
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MNote: When creating multiple users at once, all users will be assigned the same lacation and product access.
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Product Access

® Manually select products. Select products from template

4. Download the Excel template that will allow you to populate a user list.

Advanced Add User X

Please read the instructions carefully

Step 1: Download the Excel template file.

[
—

Click

Download template file

Download
template file

Step 2: Upload your file below

Drag the file here to upload
OR

Browse files
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5. Openthe Excel template, and in the Data Entry tab, enter the users’ First Name,
Last Name, and Email Address (these fields are mandatory).
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6. Save your Excel template with changes you have made.

7. Go back to your web browser where you opened LNAC, click the Browse files link,
select the Excel template from the folder where you saved it and click Open
button.

Advanced Add User X

Please read the instructions carefully

Step 1: Download the Excel template file.

Download template file

Step 2: Upload your file below

Drag the file here to upload
OR

Click Browse .
— rowse files

files

8. Next, click Upload button.
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9. On Verify uploaded data stage, verify that the information which has been entered
in Excel template is correct and click Next.
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10. Select the location that you want the users to be associated with. OPTIONAL:
Select User Groups that you want the users’ profile to be associated with.

@ Account Center” v LexisNexis® Products
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User Groups
2019-20 Students Chelsea Group CPM Account Managers Summer Student Test Transition Specialists.

Select User Schedule User Creation (optional) k

Create Users Now (default) v

Groups
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Email ID and Password igafer

TIP: User Groups can be useful not just for filtering users in Account Centre, but
also for pulling cost recovery reports in Powerlnvoice. To create a group, click
on the Groups option once you have selected Users tab on the left-hand side,
B click the Add Group button, write the name of your group, and click Create.
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11. Next, select how you also want the new user’s ID and password to be sent. It can be
sent to the actual user(s), to the Admin creating the User, or both.

Schedule User Creation (optional)

Check box to
email new ID

and password
to user [ Email ID and Password to user

| Create Users Now {default}V‘

Schedule User Suspension/Deletion (optional)

| Do not specify v|

12.Next, choose whether you want the new user to have access to the platform
immediately or at a later date and whether the account needs to be suspended or
deleted after a certain date. Once done, click the Next button.

Choose user
creation
schedule

Schedule User Creation (optional)
-‘ Create Users Now (default}v‘

Create Users Now (default)
Schedule Future Date

[_] Email ID and Password to
Choose user

suspension/ Schedule User Suspension/Deletion (optional) Delete
deletion -| Do not specify v Do not specify
Suspend

TIP: If a new user is due to start in 1 week and you know you will be on vacation
then, you can create access for the user immediately and schedule it to be active
in the week when the user will start. Similarly, if you know that a user will only
m be in your firm for a specified time period (e.g. summer students), you can
schedule for his/her account to be deleted or suspended ahead of time.
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13.Finally, select the features to which you want your user to be able to access.
Consider creating a product access template before creating a new user.

Product Access

@® Manually select products O Select products from template

[ Lexis Advance® Quicklaw
|:| Lexis Advance CAN Core Feature for NexisUni
[] Lexis Advance Quicklaw - International IP
|:| Lexis Advance Quicklaw - International Tax
[ Lexis Advance® Quicklaw® - Comprehensive
[ ] Lexis Advance® Quicklaw® - Doctrine du Québec / Quebec Doctrine
|:| Lexis Advance® Quicklaw® - Fundamentals International

[] Lexis Advance® Quicklaw® - Halsbury Laws of England

TIP: Product Templates can be useful if different users need to have different
levels of access to LexisNexis platforms. To create a product template, click on
the Product Access Templates option once you have selected Users tab on the

m left-hand side, click the Add Template button, write the name of your group,
choose access features, and click Save button.

14. Once done, click the Submit button.

For any questions or additional assistance, please contact our Customer Service team at
1-800-387-0899 or write to us at service@lexisnexis.ca.

To arrange a training session, please contact your designated Product Adoption and
Learning Specialist or email us at training@lexisnexis.ca.
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