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Self-Service Portal Customer User Guide (Legal Product Customers) 

The self-service portal enables users on their own to effectively manage billing and payment processes, 

and user management tasks, including making full or partial payments, storing payment information, 

adding and removing users, designating which users have administrative access, and providing access to 

products to which your firm or organization subscribes.  

This guide provides step-by-step instructions to perform specific tasks. The illustrations and instructions 

are current as of March 2023.  The self-service portal is continually updated, including new feature 

releases and processes. We will maintain this guide to reflect any significant changes. 

To access the portal, use the following URL: https://www.thomsonreuters.com/en-us/account/sign-in. 
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SIGN-IN TO SELF-SERVICE PORTAL 

Sign-in 
To sign-in to the self-service portal for Thomson Reuters' products, enter the email address used to 

create your account, then click Go to account sign-in. 

Next, sign-in to your account as prompted. Note, legal product customers (eDiscovery Point, Firm 

Central, Practical Law, Westlaw) will login using their OnePass account (similar to the first image below), 

while tax product customers (Checkpoint, CS Professional Suite, ONESOURCE, Onvio) will login using 

their CIAM account (similar to the second image below). 

THOMSONREUTERS

9English(US)

THOMSONREUTERS Profile

Sign in toyour account
Enteryouremailandwe'lltakeyoutoyouraccountsign-inpage.

Email

Don't have anaccountorneedhelp?Contactus

Go to account sign-in

THOMSON REUTERS

Account
 Sign in using OnePass

Username Forgot username?

Password Forgot password?

Show

Save username
Save usermame and password

Signin
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If your email address is not recognized, you will see a window similar to the below. To sign-in from here, 

click on the relevant link (Sign in to Tax / Sign in to Legal). If you do not have an account, click the 

Contact us link. 

THOMSONREUTERS

THOMSONREUTERS

SignintoCSP-Account
Experience

Edit

Password

Reset your password

Signin

Create an account

Engllsh (US)

THOMSONREUTERS Profile

We couldn't take you to account sign-in
Lookslike there's a technicalissuepreventing usfrom takingyou to

your account sign-inpage.

Here iswhat you can do:

SignintoTaxifyouhaveataxproduct.

SignintoLegalifyouhavealegalproduct.

Contactustoregisterforanaccount,orif you needhelp.
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Terms and Conditions 
The first time you login to the self-service portal, a Terms and conditions popup window will appear. 

Click I agree to continue to the platform. 

THOMSONREUTERS

Termsandconditions

ByregisteringforanAccount,Subscriberagrees/agreed torecelve one ormore OnePass
passwords.SubscriberIs solely responsible for malntaining the security of all OnePass
passwords and for any access to Information obtained on an Account through Subscrlber's
OnePass by Subscriber’s personnel, whether or not Subscriber has knowledge of or
authorizes such access. By accessing an Account via OnePass, the accessing party certifies
that they are either the Subscriber or an authorized representative of Subscriber with

express authority of Subscriber to have access to Information and data contalned on an
Account; including, but not timited to, bitting and account information, Westlaw
passwords, etc. Subscriber andl/or authorized representative(s) with Subscriber's express
authority are responsibte for contacting West for additional OnePass passwords or
notifying West when passwords should be revoked. West reserves the right to terminate
OnePass passwords. ONEPASS AND AN ACCOUNT ARE PROVIDED "AS IS,"WITHOUT
WARRANTY OFANYKIND, EXPRESSORIMPLIED, INCLUDING, BUTNOT LIMITEDTO,
WARRANTIESOFPERFORMANCE,MERCHANTABILITY,FITNESSFORAPARTICULAR
PURPOSE,ACCURACY,OMISSIONS,COMPLETENESS,CURRENTNESSANDDELAYS
Terms and condlitions for an Account do not change or modity Subscriber's Order Form(s),
Subscriber Agreement(s), Schedule(s) or other addendum.

Iagree inoubis

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 



SELF-SERVICE PORTAL USER REFERENCE GUIDE 

8 

Occasionally, you may need to agree to an updated Terms and conditions on login. 

THOMSONREUTERS

Updatedtermsandconditions

By registering for an Account, you certify that you are either the Subscriber or an
authorized representative with the express authority of the Subscriber to access the
informationand data contained at theAccountincluding,butnotlimited to,billing and
account information.Subscriber acknowledge responsibility for maintaining the security of
any passwords used toaccessthe Account,and foradhering to all recommended security
settings,andSubscriber shall be fully liable for any accessto the Account as aresult of
Subscriber'sfailure to implementanyrecommended security settings.Subscriber also
acknowtedgesresponsibilityforall accesstoinformationobtained,modifiedordeleted
through the Account by Subscriber's personnel or representatives, whether or not
Subscriber has knowledge of or has authorized such actions. ACCOUNT AND ANY
SERVICESRECEIVEDTHROUGHTHEACCOUNTAREPROVIDED"ASIS,WITHOUT

WARRANTIES OFPERFORMANCE,MERCHANTABILITY,FITNESSFORAPARTICULAR

PURPOSE,ACCURACY,OMISSIONS,COMPLETENESS,CURRENTNESSANDDELAYS.
Thomson Reuters reserves theright to terminateSubscriber's access to the Account atany
time and without notice.TheseAccount Terms and Conditions do not modify Subscriber's
Order.Form(s), Agreement(s) for products and/or services, Schedule(s) or any other
Thomson Reuters agreement.

Iagree Signout
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BILLING & PAYMENTS 

View Balances and Invoices 

List of Invoices and Credits (Open) 
To view a list of open invoices (see first image below) and credits (see second image below), navigate to 

the Billing tab and click the Open invoices tab. 

THOMSONREUTERS

User access Orders Subscriptlons Reports Support

Accountoeenben

Total due (USD) Autopay Quick links

$44,449.62 Manag+ piyment methodi

Pay tetal due Manage e-blling contacts

Payment history
Includes a past due amount of
$34,429.32

onp 1sed Aed Set up autopay

uado Paid invoices

Invoices and credlitsWhere is my lnvoice PDF? Export open invoice tist to file

Imroice Tite Invoice date Due IBY Status Amount (USD)

ÿ 1400463026WO CW sm balanceApr23,2022 Apr 23, 2022 OPan dae $0.01  Actions

ÿ 0846393500 Subscriptlon May 01, 2022 Jun 03, 2022 OPadie $100.70  Actins

ÿ 0846393501 Sutscripiat May 02, 2022 Miy11, 2022 OPan daa $53.57  Actions

ÿ 0846310794West information ChargesMay 03, 2022 May 31, 2022 ÿPas dae $9,861.00 Actions

     
 

   
  

  

 
 

 

  

  

   

      

       

      

        

      



SELF-SERVICE PORTAL USER REFERENCE GUIDE 

10 

THOMSONREUTERS

Open Paidinvoices

Invoices and credits Exportopeninvoicelist to flle

Invoice Title Invoice date Due by Status Amount (USD)

1202525123 Credit Oct 12, 2020 Open -$89.71 Actions
1202435671 Credit Oct14,2020 Open -$89.71

0844389694 Credit Sep12,2021 Open -$10.00:Actiors
1300221263 Sep 13,2021 Open -534.75

1300221264 Credit Sep13,2021 Open -$5.78

6144480869 Credit Oct 27,2021 Open $25.92

6144480868 Credit Oct27,2021 Open -$25.88 Actlons

0845124537 Jan24,2022 Open -$195.67:Actions
0845459756 Credit Jen 24, 2022 Open $1,533.94 Actioms

0844389694 Partial Balance Jun 29,2021 Oct20,2021 Opastdue $37.90
Balance remaining:Actionrs

Viewing1-10 Prevlous 23Next Rows per page10
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List of Invoices (Paid) 
To view a list of paid invoices, navigate to the Billing tab and click the Paid invoices tab. 

THOMSONREUTERS

BllLbu User accessOrders Reports Support

Acosunt numbt:

Billi

Your account Is up to date Autopay Quick links

Nopaymentdue Msnage payment methods

Manage e-biling contacts

Set up autopsy and never miss a due date.Payment history

Set up autopay

Open Paid invoices

Invoices Export paid invoice list to file 

Invoice Tlle Invelce data Statui Amount(USD)

0845972625 Invoice Mar 03, 2022 Paid $9,861.00 Actlens

6146919210 Subscription Mar 01, 2022 Paid  Actions

6147057679 Subscription Mar 01, 2022 Paid $33.67  Actions
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View Invoice Details 
Navigate to the Billing tab and click on the Invoice number that you want to view. 

 
 

You can also view an open invoice by clicking Actions and selecting View details. 

 

Bilng User access Orders Subscriptiors Reports Support

Accountnumben

Total due (USD) Autopay Quick links

$34,583.60 Manage payment methods

Pay total due Manage e-billing contacts 

Set up autopey and never mss adue date.Payment hbtory
Includes a past due amount of
$34,482.90

Pay past due Set up autopay

uado Paid invoices

Invoices and credits Where Is my invoice PDF? Export open Involce list to flle
Invoice Title Invoice date Dueby Status Amount (USD)

0845043024Subscipition Sep 01, 2021Sep 04, 2021Payment pendeg$167.33  Actiens

0845377694 Subscriptlon Nov 01, 2021 Nov 11, 2021 Payment pending$154.28 Actlons

0845646956West Infermation ChargesJan 03, 2022Jan 08, 2022Payment pinding$9,861.00 Actions

Open Paid invoices

Invoicesand credits Where is my involce PDF? Export openinvoice list to file

Invoice Title Invoice date Due by Status
Pay invoice

0845543364 Subscription Dec 01, 2021 Dec 11, 2021 Past due View details Actions

Download invoice

0844389694 Partlal Balance Dec 07, 2021 May 04, 2021 OPast due
Balance remaining

Actlons

0845459756 Partlal Balance Jan 24, 2022 Dec 08, 2021 )Past due $3,167.88 Actions
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Then, view invoice. 

 

  

 Backto biling

Invoice0845543  Downlosd inoice (PDF)

Selected amount (USD) Details

$154.28 Total amount: $154.28 Account name:
Due by: Dec 12, 2021 Account number: 610 OPPERMAN DR,

Pay amount Invoice issued: Dec 01, 2021 EAGAN, VT, USA,

Report a problem

A PRACTICALGUIDETOPREVENTINGLEGALMALPRACTICEONE
Total:

HARDBOUNDVOLANDSUPPSUB $100.70
Posting date: Dec 01, 2021 | Posting number 6145

#LIBRARYMAINTENANCEAGREEMENTSUB Total: $34.75
Posting date: Dec 01, 2021 |Posting numben 6145

#LIBRARYMAINTENANCEAGREEMENTSUB Total: $13.05
Fosting date: Dec 01, 2021 |Fosting number: 6145

#LIBRARYMAINTENANCEAGREEMENTSUB Total: $5.78
Posting date: Dec 01, 2021Fosting number: 6145
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QuickView (View Westlaw Usage Details) 
To view specific usage details on Westlaw invoices, navigate to the Invoice and click Show itemized 

charges in QuickView+. 

 

  

ÿBackto billing

lnvoice084564
 Download invoice (PDF)

Selected amount (USD) Details

$9,861.00 Total amount: $9,861.00 Account name:
Due by: Jan 08, 2022 Account number: 610 OPPERMAN DR,

Involce Issued: Jan 03, 2022 EAGAN, VT, USA,
Pay amount 32103

Report a problem

#WESTINFORMATIONCHARGES(UsagePeriod:DEC01,2021-DEC31,2021)
Posting numb G14500
Show itemized charges in QuickView+ 

Subscriptlon charges: $9,861.00
$0.00 Pay chargeOut of plan charges:
$0.00 Amount

Total: $9,861.00 $9,861.00
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Next, you will be directed to the QuickView+ website. Sign-in with your OnePass account by clicking the 

Sign On button. 

THOMSONREUTERS

ThomsonReuters.comWestiaw.com Clear.ThomsonReuters.com

QuickView+ THOMSON REUTERS
FAQWESTLAW

SIGNUP FEEDOACKMYACCOUNT

WELCOME

QuickView+is a secure sie.

Sign Onwith OnePass Whatis OnePass?

Sign On

Please refer lo the Products drop-dounmenu on the Create Report screenforusage
avalabitydates.lfyu dotreflectaProducts drop-donmenupleasereferto the
Date Range for usage availabiity dates.

QuickView+isprovidedasaserviceto
Westlaw subscribers forpurposes only ot
estimating their Westiaw charges.Actual
QuickView+data(ie.,machine readable
copies andprintouts)maynot be provided to
any third party.The rates used for
QuickView+calculations arebasedonrates
designated by subscribers oron the

not reflect discounts and other charges
applieable Westlawrates,which may ormay

represent the subscriber's actual Westlaw
(such as taxes).QuickView+does not

charges.
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Download Invoice (PDF) 
To download invoices in payment past due or processing status, navigate to the Billing tab and then 

either: 1) click on the invoice number that you want to view (as in the first image below) or 2) click on 

Actions and select Download invoice (as in the second and third images below).  

User access Subscriptions Reports Support
Acount numtel

Bil

Total due (USD) Autopay Quick links

$34,583.60 Manage payment methods

Pay total due Manage e-billing contacts 

Set up autopey and never miss a due date.Psyment hlstory
Includes a past due amount of
$34,482.90

Pay past due Set up wutopay

uado Paid invoices

Invoices and credits Where ls my invoice PDF? Export open Involce list to fle

Invoice Title Invoice dateDue by Status Amount (USD)

0845043024 Subscription Sep 01, 2021 Sep 04, 2021Payment pending$167.33  Actions

0845377694Sulbscrpten Nov 01, 2021 Nov 11, 2021Payment pending $154.28  Actions

0845646956West Inlormatin ChargesJan 03, 2022Jan 08, 2022Paymint pending$9,861.00Actiens
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Jseraccess Orders subscriptions Reports upport

Accoutt rumber:

Bi

Total due (USD) Autopay Quick links

$34,583.60 Manage payment methods

Pay total due Managee-billing contacts O

‘ajep anp e ssgw Jawau pue Aedoyne dn1esPayment history

0
Includes a past due amount of
$34,482.90

Pay past due Aedone dn as

Open Paid invoices

Invoices and credits ) Where is my Invticoe PDF? Export open invoice list to file

Involce Title Invoice dateDveby Status Amount (USD)

0845043024 Subseription Sep 01, 2021Sep 04, 2021Payment pending $167.33 Actlons

Subscription Nov 01, 2021 Nov 11, 2021Payment pending
View details
Download invoice

Actions

0845646956 West Information ChargesJan 03, 2022 Jan 08, 2022 Payment pending$9,861.00  Actlions
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niiag Uheraccess Orders Subscriations Reports Suppert
Acuet cunbe

Billing

Total due(USD) Autopay Quicklinks

$34,583.60 swnuedew

Pay total doe
Payrrarnt hstorySetupitoo aninrvems acue de

exiudesapastdveamountot
$34,482.90

Pay pastdue Ardogne dnus

Open Paidimvoices

Invoicesandcredts wiereismy itvnkcePOF? Export open lokce isttofile

imvoice Titie levoice date Duety seates
Payivoice

ÿ 0845543354 Suoscrigtion Dec012021 OKTL.2021 Viewdetalls Actiem
Downloadinvoice

ÿ 0844389694 axurregreard Dec00,2021 May04.2021 OPRN :ActiensBaiancereeaisng

ÿ 0845459756 Partial Baiance n24,2022 Dec08.2021 $3,167.88Actim

ÿ 0845124537 ParialBalance 24,2022 Ocr08.2021 $791.34 Actiens
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Next, click Download invoice [PDF] on right side. 

 

To download paid invoices, navigate to the Billing tab, then click the Paid invoices tab. Next, click on the 

Actions tab and select Download invoice. 

 

Backto blling

lnvoice084471
Download invoice (PDF)

Selected amount(USD) Details

$149.99 Total amount:$149.99 Account name:

Due by: Oct 20, 2021 Account number: 610 OPPERMAN DR,

Pay amount Invoice issued: Jut 01, 2021
EAGAN, VT, USA,
32103

Report a problem

Thisinvoicehasnofurther details.Ifyou need moreinfo,contactus.

User-sccess Orders SubscriptionsReports Suppornt
Account nube:

3

Total due (USD) Autopay Qulck links

$44,603.90 Manage payment methods

Paytotal due Manage e-biling contacts

Set up aopy nd never miss a due dste.Payment history

Includes a past due amount of
$34,583.60

Pay past due Setupautopay

Open Paid invoices

Invoices Where is my invoice PDF? Export paid invoice list to file

Involce Title lInvolce date Status Amount (USD)

0846230921 Subsofetien Apr 04,2022 Paid Download invoiceActlons

0846132500 WiestInfermation ChargesApr 03,2022 Paid $580.00
PartislpaymentActions
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Export Open Invoice List to File 
To view the open invoice list as an Excel document, navigate to the Billing tab. Next, click the Open tab. 

Then, click Export open invoice list to file. 

 

  

Billing User accessOrders SubscriptionsReports Suppon
Acttunt number:

Total due (USD) Autopay Qulck links

$44,603.90 Manage payment methods

Pay total due Manage e-billing contacts

Set up autopay and never miss a due date.Payment history
Includes a past due amount of
$34,583.60

Pay past due Aedopne dn 12S

Open Paid invoices

Invoices and credits Where is my inveice PDF? Export open involce list to file

Involce Title Invoice date Due by Status Amount (USD)

ÿ 0845543364 Subscriptlon Dec 01, 2021Dec 11, 2021OPast dut $154.28  Actions

ÿ 0844389694 Partial Balance Dec 07, 2021 May 04, 2021 OPast due $13.06
Balance remainingActiens
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After clicking Export open invoice list to file, you will see blue and green status bars popup similar to the 

ones below. When the download completes, a file exported box will appear. 

 

  

ewing User access Orders SubscriptionsReports Support
Account number

Billing

Total due (USD) Autopay Quick links

$44,603.90 Manage payment methods

Pay total due Manage e-blling contacts

Set up autopay and never miss a due date.Payment history

0
Includes a past due amount of
$34,583.60

anp 1sed Aed Set up autopay

Open Paid invoices

Invoices and credits Wh Preparing open involce tist for download. Flle exported
Flle wll download when ready.

Invoice Title Amount (USD)

0845543364 Subsoription Open Involces lst successfully downloaded. $154.28 Actions
Please check downloads folder.

0044290504 D $13.06
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Once the green status box appears, open the download.  The file will open as an Excel spreadsheet that 

looks similar to the one below. Note, you may need to adjust the column widths to properly view the 

data. 

 

  

AutoSave

Home Insert Draw Page LayoutFormulas Data Review View Help Acrobat

X Cut Calibri  Wrap Text
Copy

General
Paste

Format PainterB I U 6%~$

Clipboard ÿ Alignment Number

A1 Invoice

C D E F G H
Invoice Title Invoice dateDue by Status Amount Amount description

845043024 Subscription 1-Sep-21 4-Sep-21 Payment pending$167.33
3 845215287 Subscription 1-Oct-21 11-Oct-21 Payment pending$154.28

845377694 Subscription 1-Nov-2111-Nov-21 Payment pending$154.28
M 845646956 West Information Charges3-Jan-22 8-Jan-22 Payment pending

845892783 Subscription 1-Feb-2211-Feb-22 Payment pending$53.58
845892782 Subscription 1-Feb-22 6-Mar-22 Payment pending$100.70

8 845811045 West Information Charges3-Feb-22 3-Mar-22 Payment pending$9,861.00
9 846053923 Subscription 1-Mar-2211-Mar-22 Payment pending
10 844716448 Subscription 1-Jul-21 20-Oct-21 Past due $149.99 Balance remaining
11 844584349 West Information Charges3-Jul-21 27-0ct-21 Past due $456.00
12 845543364 Subscriptlon 1-Dec-2111-Dec-21 Past due $154.28
13 844389694 Partial Balance 7-Dec-21 4-May-21 Past due $13.06 Balance remaining
14 845459756 Partial Balance 24-Jan-22 8-Dec-21 Past due $3,167.88
15 845124537 Partial Balance 24-Jan-22 8-Oct-21 Past due $791.34
16 846053922 Subscription 1-Mar-22 3-Apr-22 Past due $100.70
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Export Paid Invoice List to File 
To view the paid invoice list as an Excel document, navigate to the Billing tab. Next, click the Paid 

invoices tab. Then, click Export paid invoice list to file. 

 

  

Bwing User accessOrders Reports Support

Account number:

Billing

Your account Is up to date Autopay Quick links

Nopaymentdue Msnage payment methods

Manage e-blling contacts

Set up autopsy and never miss a due date.Payment history

kedopne dn as

Open Paid invoices

Invoices Export paid invoice list to file

Inveice Tlle Invelce data Status Amount (USD)

0845972625 Irvoice Mar 03, 2022 Paid $9,861.00  Actions

6146919210 Subsoription Mar 01, 2022 Paid  Actions

6147057679 Subscription Mar 01, 2022 Paid $33.67 Actlons
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After clicking Export paid invoice list to file, you will see blue and green status bars popup similar to the 

ones below. When the download completes, a file exported box will appear. 

 

  

Biling User access Orders Reports Support
Account number:

Billing

Your account Is up to date Autopay Quick links

No payment due  Manage payment methods

Manage e-billing contacts 

Set up autopay and never miss a due date.Payment history

Aedone dn aS

Open Paid invoices

Invoices
Preparing pald Involce tist for download.

Flle exported

Invoice Title Flle wll download when ready. Amount (USD)

0845972625 Invoice Pald involces tist successfully downloaded. $9,861.00  Actions

Subscription
Please check downloads folder.

6146919210 $100.70  Actions
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Make Payments 

Pay total due, select invoices, or past due amounts 
From the Billing tab, there are several ways to access the one-time make a payment box. 

1)  Click Pay total due or Pay past due on left-side box. 

 

  

Bllling User access Orders Subscriptions Reports Support

Account number:

Billing
Total due (USD) Autopay Quick links

$34,735.91 Manage payment methods

Pay total due Manage e-billing contacts 

Set up autopay and never mlss a due date. Payment history
Includes a past due amount of
$34,735.91

Pay past due Setupautopay
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2) Click Actions from the Open tab and then select Pay invoice. 

 

  

eilling Useraccess Orders SutsoriptionsReports Support
Account numher

Total due (USD) Autopay Quick links

$34,583.60 Manage pigment methoei

Pay total due Managee-bilng contacis 

Set up futopay and ntver miss a due date.Payment history
Includes a past due amount of
$34,482.90

onp qsed Aed Set up autopay

Open Paid invoices

Invoices and creditsWhere ls my Involce PDF? Export open invoice list to file

Invoice Title Invoice date Due by Status
Pay Invoice

ÿ 0845543364 Subscrlptlon Dec 01, 2021 Dec 11, 2021 astaue View details Ates
Download invoice

ÿ 0044389694 Partlat Balance Dec 07, 2021 May 04, 2021 Opastdue Eslance remalnngActiems

ÿ 0845459756 Partlal Balance Jan 24, 2022 Dec 08, 2021 pastdue $3,167.88 Actiems

      
 

   
  

 

  
 

 

  

  

   

     
 

        
 

       

       



  SELF-SERVICE PORTAL USER REFERENCE GUIDE 
 

27 
 

3) Click on the Invoice number from the Open tab. 

 

  

Biling User accessOrders SubscriptionsReports Support
nqwnu unooo

Total due (USD) Autopay Quick links

$34,583.60 Mansge payment methods

Pay total due Manage e-biling contacts 

Set up aulopay and never miss a due date.Payment hlstory
0

Includes a past due amount of
$34,482.90

Pay past due Kedopne dn 125

Open Paid invoices

Invoices and credits Where is my invoice PDF? Export open invoice list to file
Involce Title Involce date Due by Status Amount (USD)

0845543364 Subscription Dec 01, 2021 Dec I1, 2021 Past due $154.28  Actlons

0844389594 Partial Balance Dec 07, 2021 May 04, 2021 OPast due $13.06
Bslance remainingActlons
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Next, click Pay amount. 

 

  

ÿ Backto billng

Invoice0845543
 Downlosd invoice (PDF)

Selected amount (USD) Details

$154.28 Total amount: $154.28 Account name:
Due by: Dec 12, 2021 Account number: 610 OPPERMAN DR,

Pay amount: Invoice issued: Dec 01, 2021 EAGAN, VT, USA,

Report a problem

A PRACTICAL GUIDE TO PREVENTING LEGAL MALPRACTICE ONETotal:
HARDBOUNDVOLANDSUPPSUB $100.70
Posting date: Dec 01, 2021 | Posting number 6145

#LIBRARYMAINTENANCEAGREEMENTSUB Total: $34.75
Posting date: Dec 01, 2021|Posting numben 6145

#LIBRARYMAINTENANCEAGREEMENTSUB Total: $13.05
Fosting cate: Dec 01, 2021 | Fosting number 6145

#LIBRARYMAINTENANCEAGREEMENTSUB Total: $5.78
Posting date: Dec 01, 2021Fosting number: 6145
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4) From the Open invoices tab, check the box next to the invoice you want to pay. Then, click Pay 

now on the bottom of the screen. 

 

  

Open Paid invoices

Invoices and credits Where is my lnvoice PDF? Exportopen Ivoice list to fl

Invoice Title Invoice date Due by Status Amount (USD)

0845543364Subsoription Dec012021 Dec 11, 2021 Opastdue $154.28 Actions

ÿ 0844389694 My04.2021 Pastdue $13.06
Balance remaining:Actlons

ÿ 0845459756 Partial Balance Jan 24, 2022 Dec 08, 2021 Past due $3,767.88Actfions
0845124537 soueegreued Jan24,2022 1202010 Pastdue $791.34

ÿ 0846053922Subscription Mar01,2022 Apr03,2022 Pastdue $100.70

ÿ 0845972625 West Indormation ChargesMar 03, 2022 Mar 31.2022 p $9,861.00

ÿ 6145032761 Partial Balance Mar12.2022 DIc06.2021 OPastdue $284.52
Balance remainingActions

ÿ 0846230921 Apr01,2022 Mey04.2022 Pastdue $100.70
Balance rmaining:Actlons

ÿ 0846230922 Apr01,2022 AprT,2022 Pastdue $53.57 :Actfions

ÿ 0846132500Partial Balance Apr 20,2022 May 01.2022 Pastdue: $9,281.00
Balance remainingActlons

Viewing T1  20 Previous123Next Rows per page10:

1selected:$154.28USDtotal
1invoice:$154.28 Pay now XDims
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5) To pay multiple invoices at the same time, click the box next to each invoice number you want 

to pay from the Open invoices tab. Then, click Pay now on the bottom of the screen. 

 

 

  

Open Paid invoices

Invoices and creditsWhere is my ivoice PDF? Exportopeninvoicelist to file

Imvoice Title lnvoice date Dueby Suatus Amount (USD)

0845543364 Suoscription Dec01.2021 DecTL2021 Past due $15428 Actioms

0844389694 Partial Batance Dec 07,2021 12020 Pastde $13.06
Balance remainingActions

ÿ 0845459756Partial Balance Jan 24,2022 Dec0e,2021 Pastdue $3,167.88Actions

0845124537Partial Balance Jan24,2022 Oct08,2021 ÿPastdue $79134Actlions
ÿ 0846053922Subscription Mar 01,2022 Apr 03,2022 pse $100.70 Actions
ÿ 0845972625 Westinlmaton hargesMar03.2022 Mar31,2022 $9,86100 :Actions

ÿ 6145032761 Partial Belance Mar12, 2022 Det 06,2021 Psde $284.52
Balance remainingActlions

ÿ 0846230921 Suoscription Apr01,2022 May 04,2022 Pastdue $100.70
BlanceremainingActions

ÿ 0846230922Subscription Apr01,2022 AprT2022 Pastde $53,57 Actions

ÿ 0846132500 Partial Balance Apr20.2022 May0L2022 Pastdue $9,281.00
Balance remainingActlions

ViewingI1-20 Prevous Rows per page10 V

3selected:$958.68USD total
Paynow XDismiss

3invoices:S958.68
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After taking one of the options above, select payment method from the dropdown menu.  

 

Then, click Next. 

 

 

Make a payment Cancel and go back to billing

Paymentmethod

Choose a payment method
Payment summary

Choose a payment method
Bank account ending in O091 Vlew detalls
Bank account ending in 5216
Bank account ending in 5789 Total invoice amount $34,735.91
Bank account ending in 2345 Credits applied (0) $0.00
Bank account ending in 3344
Bank account ending in 3376
Add new payment method Remaining balance$34,735.91

Confirmation

Make a payment Cancel and go back to billing

Paymentmethod

Choose a payment method
Payment summary
Vlew detalls

Next Cancel Total involce amount$34,735.91
Credits applied (0) $0.00

Remaining balance$34,735.91

Confirmation
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Next, click Pay. 

 

Then, you will see a popup window similar to the one below confirming that payment was made and 

offering the ability to provide feedback on the billing experience. 

 

Make a payment Cancel and go back to billing

Payment method
Bonk occount ending in 5216

Confirmation

Total involce amountUSD $34,735.91

Credits applied USD $0.00

Remaining balance USD $34,735.91
Account number ********5216

Pay Back

Thanks for your payment

Your payment of USD $o.69 will be processed within 1to 2
business days.

Your confirmation number is 000357550775.

Backtobilling

How would you rate your payment experienceÿÿÿÿÿ
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To view a summary of payment details before making a payment, click View details from the Payment 

summary box on the right side of the Make a payment page. 

 

A popup window similar to the one below will provide the summary of payment details. 

 

Make a payment Cancel and go back to billing

Paymentmethod

Choose a payment method
Payment summary
Vlew detalls

Next Cancel Total invoice amount$34,735.91
Credits applied (O) $0.00

Remaining balance $34,735.91

Confirmation

Close ×

Make a pa Payment summary details

Description Amount (USD)

Payment meth Invoice 0844389694 $37.90

Invoice 0844716448 $149.99

Invoice 0844584349 $456.00

Invoice 0844876642 $135.45

Invoice 0845043024 $141.23

1-10 of 16 items

Previous Next >

Confirmation
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If you would like to cancel the payment process before clicking Pay on the Make a payment page, click 

on Cancel and go back to billing. 

 

You can also cancel a payment from the Make a Payment page by clicking Back. 

 

 

  

Make a payment Cancel and go back to billing

Payment method
Bank account ending In 5216

Confirmation

Total involce amount USD $34,735.91

Credits applied USD $0.00

Remainingbalance USD $34,735.91

Account number ********5216

Pay Back

Make a payment Cancel and go back to billing

Paymentmethod
Bonk occount endling In 5216

Confirmation

Total involce amount USD $34,735.91

Credits applied USD $0.00

Remaining balanceUSD$34,735.91

Account number *******5216

Pay Back
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After either action above, click Yes, cancel payment. 

 

 

  

Make a payment

CloseX
Payment method

Cancelpayment?
Any pending payment details will be deleted.
Your payment won't be submitted or processed.

Yes,cancelpayment
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Make a Partial Payment 
Navigate to the Billing tab. Next, either click the invoice number (as in the first image below) or click 

Actions and select View details (as in the second image below). 

 

User access Orders Subscriptlons Reports Support

Accsurteunten

Total due (USD) Autopay Quick links

$44,449.62 Manag+ piyment mathosi

Pay total due Manage e-billlng contacts

Payment history
Includes a past due amount of
$34,429.32

Pay past due Set up autopay

uado Paid invoices

Invoices and credlitsWhere is my lnvoice PDF? Export open involce tist to file 

Imroice Tite Invoice date DutY Status Amount (USD)

ÿ 1400463026WO CW sm balanceApr23,2022 Apr 23, 2022 OPas dae $0.01 Actions

ÿ 0846393500 Subscriptlon May 01, 2022 Jun 03, 2022 O $100.70  Actins

0846393501Sutscription May 02, 2022 May 11, 2022 OPan da $53.57  Actions

ÿ 0846310794West information ChargesMay 03, 2022 May 31, 2022 ÿPas dae $9,861.00 Actions
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User access Orders Sutscriptions Reports Suppert

Acoount nurribert

Total due (USD) Autopay Quick links

$44,449.62 Manage pnyment methods

anp leo Aed Mansgee-blling contacts

Set up autopay and never mlss a due date. Papmment history
Includes a past due amount of
$34,429.32

onp ised Aed Set up autopiay

uado Paid invoices

Invoices and credits2Od a0jpe,kue 9| 9M. Export open invoice list to file

Inwoice Title tnvoice date Due ty Status Amount (USD)

ÿ 1400463026WO GW sm balance Apr 23, 2022 Apr23, 2022 OPast due $0.01  Actions

ÿ 0846393500Subscription May 01,2022Jun 03, 2022
Pay imvoice

$100 70  Actins

0846393501 Sutscriptien May 02, 2022 May I,2022 OPast duAView detalls Actites

ÿ 0846310794sa6ieu utptwgu 1SaMMay 03, 2022 2202 E AeW 00198165  Actions
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Next, check the boxes next to the items in the invoice you want to pay. 

 

  

Backto bilting

lnvoice08463
 Download invoice (PDF)

Selected amount (USD) Detalls

$53.57 Total amount: $53.57 Account name:
Due by: May 11, 2022 Account number: 610 OPPERMAN DR,

Invoice issued: May 02, 2022 EAGAN, VT, USA,
Pay amount 32103

Report a problem

#LIBRARYMAINTENANCEAGREEMENTSUB Total: $33.67
Posting date: May 02, 2022Posting number: 614818

#LIBRARYMAINTENANCEAGREEMENTSUB Total: $13.61
Posting date: May 02, 2022Posting number: 614818

#LIBRARYMAINTENANCEAGREEMENTSUB Total: $6.29
Posting date: May 02, 2022Posting number: 614818
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Expand an item to see more details by clicking on the carrot to the right of that item. 

 

  

Back to bilfing

Invoice08463 , Downioad itsoice (PDF)

Selected amount (USD) Details

$53.57 Total amount: $53.57 Account namt
Due b: May 11, 2022 Accountnumbet: EAGAN, VT, USA,

610 OPPERMAN DR,

Pay amount Invoice issuec: May 02, 2022 32103
Repsrt a problem

#LIBRARYMAINTENANCEAGREEMENTSUB Total: $33.67
Posting cate: May 02, 2022 Posting fumben 614818

#LIBRARYMAINTENANCEAGREEMENTSUB Total: $13.61
Posting date: May 02, 2022 Posting number: 614818

Item Blled Selected to pay Per item Total with tax

ADMINLAW PR & PROC SUB + $6.32 $6.77

AR COOE ANNO COURT RULES SUB O 1 ? $4.59 $4.92

CA DRUNK DRMINC DEFENSE SUB 1 $114 $122

CA DESKTOP PROB COOE ANNO SUB - + $0.65

#LIBRARYMAINTENANCEAGREEMENTSUB Total: $6.29
Posting date: May 02, 2022 Posting number: 614818
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Next, uncheck the box next to any item you do not want to pay at this time. Then, click Pay amount. 

 

Next, follow the instructions to Make a Payment provided in this guide. 

  

ÿ Bskto blling

Invoice08463
 Download Invclce (FDF)

Selected amount (USD)Details
$39.81 Total amount: $53.57 Account name1

Due by: May 11, 2022 Account number1 610 OPPERHAN DR,

Pay amount Involce Issued: May 02, 2022 EAGAN, VT, USA,
52105

Report a problem

#LIBRARYMAINTENANCEAGREEMENTSUB Total: $33.67
Posting date: May 02, 2022 Posting number: 614818

#LIBRARY MAINTENANCE AGREEMENT SUB Total: $6.14
Posting date: May 02, 2022  Fosting number: 614818

Item Billed Selected to payPer item Total wlth tax

ADMIN LAW PR& PROC SUB $6.32

AR CODE ANNO COURT RULES SUB 1 $4.59 $4.92

CA DRUNK DRIVING DEFENSE SUB 1 ? $1.14 $1.22

CA DESKTOP PROB CODE ANNO SUB $0.65

#LIBRARY MAINTENANCEAGREEMENT SUB Total: $0.00
Posting date: May 02, 2022 Posting number: 614018
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Manage Autopay 
Navigate to the Billing tab. Next, click Manage autopay from the center box.  

 

Next, choose a payment method and then click Next. 

 

  

Billing User access Orders Subscriptions Reports Support

Account number:

Billing
Enrolled in autopay Autopay Quick links

No payment due Manage payment methods

Manage e-billing contacts
Your invoices will be paid automatically on or
after the involce date.

3888
Payment history

Payment method
Visa ending in 9121

Manage autopay

Manage autopay
Change your payment method,or turn off autopay.

Paymentmethod

Choosea payment method

Visa ending in 9121

Next Cancel

Confirmation
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Set up Autopay 
Navigate to the Billing tab and click Set up autopay from center box. 

 

Then, click on the carrot next to Choose payment method and either select a saved payment method or 

add a new payment method. 

 

  

Bllling User access Orders Subscriptions Reports Support

Account number:

Billing
Total due (USD) Autopay Quick links

$34,735.91 Manage payment methods

Pay total due Manage e-billing contacts (

Set up autopay and never mlss a due date.Payment history
Includes a past due amount of
$34,735.91

Pay past due Setup autopay

Set up autopay Cancel and go back to billing

Paymentmethod

Choose a payment method

Choose a payment method

Choose a payment method
Bank account ending in 0091
Bank account ending in 5216
Bank account ending in 5789
Bank account ending In 2345
Bank account ending in 3344
Bank account ending In 3376
Add new payment method
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To add a new payment method, click add new payment method. Then, select either Bank account or 

Credit card, and click Next. 

 

  

Setupautopay Cancel and go back to billing

Payment method Setupautopay
Choose a payment method

Payment method
Add new payment method

Choose a payment method

Bank accunt ÿ Credit card

Atfehs requiresl. Credit card 

Routing number Account number

 Enter routing number Enter account number

Routing number Account number
VISA

123456789 0012345678900

Next Cancel
3 er 4 diglt coe
Securfty-code

I er front ef care

Confirmation

Next
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After choosing the payment method, click on the acknowledgment box. Then click Confirm. 

 

  

Confirmation

When nabeapayurcutbalanceilpaidmmalyFture ament l
automatically charged to your set payment method on or after the invoice date.

Bint accoutt inding in 5216

Aoodt Aubipny

AcfPCT
cie indicd inr a  TeRees; WEST m t as  bling en en fer Thoss Reses Erterpise Ce
Cmb TREC"]Autepe ement ince all cherges that me te post dut at the im ou signue fe the sehice.

may aoeiv to yout ne Gag evert; AEAyfre charges wlL.se charged/wthdrum om your sew paeest methee geing fonsad.
When yee enrollin.Auhopag, er mels ire changrs topour Autipep account, tach updabes maf not take effect irmediat@g, end poar old paytett mthod

Auftorlratienifor Aurtopey

IhendiSTgedrte  ndesFbct l
SE
ne-time charps, monhly ctarges anul charget, and sabsoption chargesincud and pursuant to The temc and condiSons of eeisting agreenento
with WST ar TREC This astherizetion will remainineffect iuntI nevoked by me in mriting and neceipt of such notioe lby WEST.Neither WEST nor TREC
lit, rfydESTEC
hamiesom anyiabt er ios occuni dee I the dshener of a det geserte &resellf ans harge made or eise toi male onde s
asthericetion for Autopg. In no eyet mil eRher WEST or TREC be liabir for esempin, sptciel er coroegventialt damagei ansng under this authencatien.

Custsrmer Acknowiedpemert

Tacnie ad aree thatmp Fer pdngadan 5ieCt Seice. i lggitmy acot  m  nges T eR

agent for TREC, is snable to charge my cnedit carl.or benk account per the term of thic AuthorzalienFom, WEST or TREC maly trminate or sutpend

efective only epon spprovtl br-either WEST ar TREC; es spplicisblt

Tanminating Autapey

Coeeiltt
tghAops deesnot tenrate an eising agtenet]0 o reductsersevices AEschedled lyymetsemsid d sysie
tubsepuent to ether VIST ar TREC, at epplicabit, aopoiigyturmegat to dicontirue Autopei

IParve read and agree lo 1he aufoemy ltemms and.conditioms

Cantirw Back
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If you would like to cancel the autopay signup process, from the Setup autopay page, click Cancel and go 

back to billing on the top right side. 

 

Next, click Continue. 

 

  

Set up autopay Cancel and go back to billing

Paymentmethod
Bank account endling In 0091

2 Confirmation

Set up autopay

Paymentmethod
Bankaccountendingin521

Cancel autopay?

Confirmation Are you sure you want to cancel autopay?

ContinueWhenyouenableautop
Cancel

urep

automaticallycharged
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Turn Off Autopay 
To turn off autopay that already exists, click turn off autopay in the Manage autopay box. 

 

Then, click Turn off. 

 

  

Manage autopay
Change your payment method, or turn off autopay.

Paymentmethod

Choosea paymentmethod

Visa ending in 9121

Next Cancel

Confirmation

Manage autopay
Change your payment me

Turn off autopay?
Payment method

You'll need to make payments manually for this account.

Choose apayment m

Turn off Keep autopay on
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Dispute an Invoice 
To dispute an invoice, navigate to the Billing tab, then either click the invoice number from the Open 

tab or click Actions and then select View details. 

 

  

eilling Useraccess Orders Suticrptens Reports Support
Account numher

Total due (USD) Autopay Quick Unks

$34,583.60 Manage piyment meheds

anp jeto Aed Manage e-bllng contacis 

Set up autopay and never miss a due date.Payment history

0 Includes a past due amount of
$34,482.90

Pay past due Set up autopay

Open Paid invoices

Invoices and credits Where Is my Involce PDF? Export open invoice list to file

Invoice Title Invoice date Due by Status
Pau Io

0845543364Subscripilon Dec 01, 2021 Dec 11, 2021 astaue View detals Ates
Download invoice

ÿ 0044389694 Partlal Balance Dec 07, 2021May 04, 2021 Opastdue Eslance remalnng Actions

ÿ 0845459756Partlal Balance Jan 24, 2022 Dec 08, 2021 pastdue $3,167.88 Actiems
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Next, click Report a problem. 

 

  

ÿ Backto blling

lnvoice084554
, Download invoice (PDF)

Selected amount (USD)Details
$154.28 Total amounti: $154.28 Account name:

Due by: Dec11, 2021 Account number: 610 OPPERMAN DR,

Pay amount Invoice issued: Dec 01, 2021 EAGAN, VT,USA,
32103

Report a problem

APRACTICALGUIDETOPREVENTINGLEGAL MALPRACTICE ONE
Total:

HARDBOUNDVOLANDSUPPSUB $100.70
Posting date: Dec 01, 2021 Posting number: 6145

#LIBRARYMAINTENANCEAGREEMENTSUB Total: $34.75
Posting date: Dec 01, 2021Posting number; 6145

#LIBRARYMAINTENANCEAGREEMENTSUB Total: $13.05
Posting date: Dec 01, 2021|Posting numben 6145

#LIBRARYMAINTENANCEAGREEMENTSUB Total: $5.78
Posting date: Dec 01, 2021 | Posting number: 6145
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Complete the relevant information in the form. Note the following: 1) a phone number is required and 

must include the country code (i.e., +1 for US), and just numbers, 2) your email address is prepopulated 

and cannot be changed here, and 3) for Type of problem, click the carrot and select the most relevant 

choice. Then click Submit. 

 

Next, if prompted, click Update or Don't update phone number from the popup window. 

 

 Backto billing

Problemoninvoice084554
Briefly describe the problem, and attach any relevant files. We'll create a support
ticket from the info that you provide here. Type of problem

Phone number Select one
We'l eniv use this to centact vou aoout the probiem tnat Fou're reooring.

Enter your phone number I already pald thls

Emall
I have already cancelled thls

I dld not want to renew

The price Is Incorrect

Type of problem I need an update to my invoice

Select one Other

Description Attach files to your me

Share the detalls of the problem so that we can assign your ticket to the right service Drop files to upload
representative.

Choose files
7MB h=t per splood

Submit

invoice084554

Updatephonenumber?

Thecurrentphonenumberinyourprofileis:

Doyouwanttoupdateyourphonenumberto:
+1

Update Don'tupdate
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Next, you will see a confirmation box acknowledging that your ticket was submitted. 

 

Once you create an invoice ticket, there are two ways to view it.  

1) View invoice ticket details by clicking on the View ticket details button in the Created ticket 

popup box after reporting a problem. 

  

 

  

Createdticket#10069557foryourinvoice
#084554

ÿ We'llreviewyour ticketwithin1to2businessdays

Viewticketdetails Backtoinvoicedetails

Created ticket #10069557 for your invoice
#084554

We'll review your ticket within 1 to 2 business days.

Viewticketdetails Backtoinvoice details
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2) Navigate to the Support tab. Next, click on the ticket you want to view from the Open tickets 

tab. 

 

The open ticket will be similar to the one on the following page. 

Billing User access Orders Subscriptlons Reports

Account number:

Support

Quick links

Westaw Edge Training C

Westlaw Classlc Tralning C

Submitticketstogethelpfaster  buue meniepeid

•Use tickets for lssues related to your account ef your orders, For help usingKnowledge Center C

products,go to Preduct Support .

• Vlew and track all your tickets here, Including tlickets we create when you call or
emall us.

• An agent wll respond Iin 1 to 2 buslness days. You can opt In to updates vla emall
when you submit aticket.

Submit a ticket

Open tickets Resolved tickets

Open ticket details
Subject Status Case number Date submittedTicket category Last updated

Problem on invoice 084554 Work in progre5525569001 6/3/2022 Blllng, payments, refunds, and returns6/3/2022
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ÿBackto alltickets

Problem on invoice 0845543364
Created on Jun 3, 2022 · 3:54 pm

Ticket details Attachments (0)

New Acrigned to LeslieWork in progress Resolved

Status Case number
Workin progress 10069267

Last updated Category
Jun 3, 2022·4:56 pm Bilting, payments, refunds and returns
Reason for submitting ticket
I need help with an invoice.

Ticket description
This is just a test - no need to contact.

Receive emsil notifications when an sgent comments on yourticket. (Optional)

[ Send more details
Send a message to your customer service representative.

Ticket description (Optional) Attach files to yourmessage(Optional)

How can we help? Drop files toupload

Choose files

7MB limit pcrupload

Send

Conversation history

Leslie, customer service representative
Jun 3, 2022 ·4:54 pm

This is test case, no further action needed.
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To view resolved tickets, navigate to the Support tab and click the Resolved tickets tab. 

 

  

Bling User access Orders Subscrlptions Reports Support
Account numbef:

Support

Qulck links

Westlaw Edge Training 

Westlaw Classic Training C

Submit ticketsto gethelpfaster Practlcal Law Training 

• Use tickets for issues related to your account or your orders. For help using Knowledge Center 

products go to Prediet Sopport .

•View and track all your tickets here, including tickets we create when you call of
emall us.

• An agent will respond I n1 to 2 business days. You can opt In to updates vla emall
when you submit a ticket.

Submit a ticket

Open tlckets Resolved tickets

You don't have any resolved tickets.
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View Payment History 
Navigate to the Billing tab and select Payment history. Payment history is available for the previous 13 

months, including any full or partial payments made. 

 

  

Billing User access Orders Subscriptions Reports Support

Account number:]

Billing
Total due (USD) Autopay Quick links

$44,603.90 Manage payment methods

Pay total due Manage e-billing contacts

Set up autopay and never miss a due date. Payment history

Includesapast due amount of
$34,583.60

Pay past due Setup autopay
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A sample Payment history appears below. 

 

  

ÿ Back to billing

Payment history
Payments made in the last 13 months are displayed below.

Payment history for 10043 Export payment history to file

Payment date Imvoice number Payment method Amount (USD)

Msy20, 2022 0844876642 Bank account XXXXXXX0137 $154.28

Apr 11, 2022 0844389694 Visa ending in 5861 $5.78
uewked eprtd

Mar 28, 2022 0845728929 Bank account XXXXXXX0137 $154.28

Mar 27, 2022 0844389694 Visa ending in 8432 $32.12
quwled epred

Dec 07, 2021 AUTO WRITE-OFF CREDIT $0.01
*Partial payment

Oct 07, 2021 0844389694 Visa ending in 3298 $13.06
*Partlal payment

Oct 07, 2021 0845043024 Visa ending in 3298 $13.05
*Partial payment

Sep 12, 2021 0844389694 2E8 ug 6u(pu3 es(A $5.78
quawled euned

Sep 12, 2021 0844716448 Visa ending In 8432
$13.05

*Partial pyment
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Manage Payment Methods 
Navigate to the Billing tab and click Manage payment methods from the Quick links box on the right 

side. 

 

  

Blling User access Orders Subscriptions Reports Support
Account number:

Billing
Total due (USD) Autopay Quick links

$34,583.60 Manage payment methods

Pay total due Manage e-billing contacts 

Set up autopay and never miss a due date.Payment history
Includes a past due amount of
$34,583.60

Pay past due Setup autopay
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Add a Payment Method 
From the Management payment method page, click Add payment method. 

 

  

Back to blllng

Manage payment methods

View and update your payment methods
Select Add payment method to add a bink account or credit card to youraccount.

Add paymentmethod

Bank account Bank account Bank account

Account ending in Account ending in Accountending in
0091 5216 5789

ÿ Dee Delete ÿ Delete

Bankaccount Bank account Bank account
Account ending in Account ending in Account ending in
2345 3344 3376

Dee ÿ Delete
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Add your payment method page, select either Bank account or Credit card. Then, input the required 

information. Next, click Add. 

 

 

  

Manag

Add your payment methodBank account Credit card

Routing number Account number

Enterrouting number Enter account number

Routing number Account number

123456789 0012345678900

Add Cancel Add your payment methodBanka
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Save a Payment Method 
From Make a payment page, select Save payment method. Then, click Next. 

 

 

  

Make a payment Cancel and go back to billing

Payment method

Make apaymentAdd new payment methiod

Payment method
Bank account v Credlt card

A7 fefs reguliedl.

Routing number Accsurtnumber
Enter routing numter Enter account number Bank acceuntCmdit card

AlAeh

Rsutling number Accountnun

H 123456789 0012345678900

 Save payment method

Next Cancel

Confirmation
3er4 digt cioe

sflty code
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Edit a Payment Method 
Navigate to the Billing tab and click Manage payment methods from the Quick links box on the right 

side. 

 

Next, click Update at the bottom left of the payment method you want to update. 

 

Blling User access Orders Subscriptions Reports Support

Account number:

Billing
Total due (USD) Autopay Quick links

$34,583.60 Manage payment methods

Pay total due Manage e-bilting contacts ÿ

Set up autopay and never miss a due date.Payment history
Includes a past due amount of
$34,583.60

Pay past due Setupautopay

Backtobilling

Managepaymentmethods

Viewandupdateyourpaymentmethods
Select Addpayment method to add a bankaccount or credit card toyour account.

Addpaymentmethod

Bank account Bankaccount Visa

Accountending in Account ending in Name
5885 L009 s

Card ending in Expiration date
6610 07/2028

Delete Delete Update Delete
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Then, enter any necessary changes and click Update. 

  

Updateyour creditcard Name on card

Card number VISA

Expiration month (MM)Expiration year (YYYY)

3 or 4 digit code on the back or front of card

ÿÿ

Cancel
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Delete a Payment Method 
Navigate to the Billing tab and click Manage payment methods from the Quick links box on the right 

side. 

 
  

Billing User access Orders Subscriptions Reports Support

Account number:

Billing
Total due(USD) Autopay Quick links

$34,583.60 Manage payment methods

Paytotaldue Manage e-billing contactsO

Set up autopay and never miss a due date.Payment history
Includesapastdueamountof
$34,583.60

Pay past due Setupautopay
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Next, click Delete from the bottom left box of whichever payment method you want to remove. 

 

Then, click Delete in the popup window. 

  

ÿBack to billing

Manage payment methods

View and update your payment methods
Select Add payment method to add a bank account or credit card to your account.

Addpaymentmethod

Bank account Bank account Bank account
Account ending In Account ending In Account ending in 
0091 5216 5789

Delete Delete Delete

Bank account Bank account Bank account
Account ending in Account ending in Account ending in
2345 3344 3376

Delete Delete  Delete

Manage payment methods

Delete payment method? ods

Any payment details you have entered will be deleted. card

Delete Cancel
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Manage e-Billing Contacts 
Navigate to the Billing tab and select Manage e-billing contacts. 

 

 

Add an e-Billing Contact 
From the Manage e-billing contacts page, click Add contact. 

 

Billing User access Orders Subscriptions

Account number:

Billing

Total due (USD) Autopay Quick links

$34,735.91 Manage payment methods

Pay total due Manage e-billing contacts

Payment history
Set up autopay and never miss a due date.

Includesapast due amount of
ÿ

$34,735.91

Pay past due Set up autopay

ÿBack to billing

Manage e-billing contacts
Add oredite-billing contacts and email notification settings.

Currentcontacts 2 Add contact
Name Emall Involce notifications

Test, Test1 Test. Test1@mailinator.com Yes Actions

Test, Test2 Test.Test2@mailinator.com Yes Actlons

Test, Test3 Test. Test3@mailinator.com Yes Actlons

Test, Test4 Test. Test4@mailinaitor.com Yes Actlons

Test, Test5 Test.Test5@mailinaitor.com Yes Actions
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Add a first name, last name, and email address. Then, click Add contacts. 

 

To add additional contacts, click Add another contact. Then, add a first name, last name, and email 

address for each Contact. Next, click Add contacts. 

 

Backtomanagee-billing contacts

Add contacts

Enter contact information

2+ Contactl:
First name Last name Emall

Enter first name Enter last name Enter email

+Add anothercontact

Addcontacts Cancel

Back to manage e-bltling contacts

Addcontacts

Enter contact information

2 Contact 1:
First name Last name Email

 Enter first name Enter last name Enter email

 Bad tmanage+ing cetacs

Add another contact Addcontacts

Add contacts Cancel
Enter contact information

2. Contact 
Flnst rane Last name Emalt

Erter fist rane Enter lastname Erter emal

 Eter afntnare

2. Contact 2:
Flnit name Lastname Emall

Erter fis ran Erter eral

Add another contact

Add contacts
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After adding contacts, you will see a confirmation box similar to the one below. 

 

  

Contacts added

SarahJones

Managee-billingcontacts Backtobilling
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Edit an e-Billing Contact 
From the Manage e-billing contacts page, click Actions for the desired user and then select Edit. 

 

 

Next, make any changes to the first name, last name, or email address of the user and click Save.  

 

  

Back to billing

Manage e-billing contacts
Addoredite-billingcontacts and email notificationsettings.

Currentcontacts 2Add contact
Name Emall Involce notificatlons

Test, Test1 Test.Test1@mailinator.com Yes Actlons

Test, Test2 Test.Test2@mailinator.com Yes Actions

Edit
Test, Test3 Test. Test3@mailinator.com Yes Actions

Delete

Test, Test4 Test.Test4@mailinator.com

Test, Test5 Test.Test5@mailinator.com Yes Actions

Backto manage e-billing contacts

Edit e-billingg communications

Editcontact info

First name Last name Email

Save Cancel
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Delete an e-Billing Contact 
From the Manage e-billing contacts page, click Actions for the desired user and then select Delete.  

 

 

  

(Back to biling

Manage e-billing contacts
Add oredite-billing contacts and email notification settings.

Currentcontacts 2 Add contact
Name Emall Involce notificatlons

Test, Test1 Test. Test1@mailinator.com Yes Actions

Test, Test2 Test.Test2@mailinator.com Yes Actions

IIP3
Test, Test3 Test.Test3@mailinator.com Yes Actlons

Delete

Test, Test4 Test.Test4@mailinator.com Yes Actions

Test, Test5 Test.Test5@mailinator.com Yes Actions
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Then, click Delete from the popup window. 

 

After deleting a contact, you will see a confirmation box similar to the one below. 

 

  

Manage e-billing contacts
Add or edite-billing contactsand emailnotificationsettings.

Delete e-billing contact?

Anypending detailsforthiscontactwillbedeleted.

Current contacts
Delete Lancel

Contact deleted

We'vedeletedthiscontact

Test3Test

Managee-billingcontacts Backtobilling
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USER MANAGEMENT TASKS 

View Users 

View Product Users 
To view product users (users without administrative access), navigate to the User access tab and click on 

the Users tab. 

 

  

Billing User access Orders Subscriptions Reports Support

Account numbef:

Useraccess

Users Admins Export list tofile 2 Invite users

ÿ Selectv Actions Flter| Search Enter name Q

Users by account with product access

Name Products Status Position Actions

ÿ 123, Hello Firm Central Not registered Technical

1234, Testaccount Flrm Central, Westlaw Not registered Non-attorney

Adam,Testing None Not registered Attormey
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View Admin Users 
To view Administrators (users with administrative access), navigate to the User access tab and click on 

the Admins tab.  

 

  

Billing User access Orders Reports Support
Account number:

Useraccess

Users Admins 2 Invite users

SearchEnter name Q

Name Permissions Status Actions

12345,Testaccount Billing, Manage Tickets, User Access, View Orders and SubscriptionsNot registered

Adam,Testing Billing, Manage Orders and Subscrlptlons, User Access Registered

Lee, Apple Billing, Manage Orders and Subscriptions, User Access Registered

Lee, Apple Billing, Manage Orders and Subscriptions, User Access Not reglistered

C, Skye Billing, Manage Orders and Subscriptions, User Access Not registered
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Search for Product or Admin Users 
Navigate to the User access tab and enter a name in the Search bar above the Users list (as in the first 

image) or the Admins list (as in the second image)) on the right side. 

 

 

Biling User accessOrders Reports Support
Account number:

Useraccess

Users Admins Export list to flle 2. Invite users

Select v Actions v Fllter Search Enter name

Users by account with product access

Name Preducts Status Position Actlons

ÿ K9, Sal9 Firm Central, Westlaw Not registered Non-atterney

K9, Sai9 None Not registered Non-attorney

ÿ Lee, Apple Westlaw Not registered Contractor

Maytest, Rose None Not registered Analyst

Newusertestemall, Allce None Not registered Attormey

Admin Westlaw Not reglstered Contractor

BMlling User accessOrders Reports Support
Account number:

Useraccess

Users Admins 2 Invite users

SearchEnter name Q

Name Permissions Status Actions

12345,Testaccount User Access, View Orders and Subscriptions Not registered

Adam, Testing Billing, Manage Orders and Subscriptions, User Access Registered

Lee, Apple Billing, Manage Orders and Subscriptlons, User Access Registered

Lee, Apple Billing, Manage Orders and Subscriptions, User Access Not registered

C, Skye Billing, Manage Orders and Subscriptions, User Access Not registered
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Filter Users 
Navigate to the User access tab. Next, from the Users tab, click Filter to the left of the Search bar.  

 

  

Billing User accessOrders Reports Support
Account number:

Useraccess

Users Admins Export list to file 2. Invite users

Actions v Fllter Search Enter name Q

Users by account with product access

Name Preducts Status Position Actlons

ÿ Firm Central, Westlaw Not registered Non-atterney

K9, Sai9 Not registered Non-attorney

ÿ Lee, Apple Not registered Contractor

Maytest, Rose None Not registered Analyst

Newusertestemall, Allce None Not registered Attomey

P, SadleAdmin Westlaw Not registered Contractor
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Then, select the desired filters from the popup window and click Apply filters. 

 

  

Filters Close X

Position

 Administrator

 Analyst

 Attomey

 Clerk

 Contractor

 Investigator

 xvdge
 Librarian

 Manager

 Non-attorney

 Paralegal

 Solutions.Administrator

 Superrisor

 Technical

Status A
AIIL

O Registered

O Partially registered

 Not registered

Apply filters Cloar filters
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The Users list will now display only the filtered results, and the number of selected filters will display in 

parenthesis next to the Filter button. 

 

  

BMling User accessOrders Reports Support
Account number:

Useraccess

Users Admins Export list to file  Invite users

 Select Actions Flter(2)SearchEnter name

Users by account with product access

Name Products Status Position Actions

ÿ Adam, Testing None Not registered Attorney

ÿ Turner, Peter Westlaw Not registered Attorney

ÿ C, SkyeAdmln Firm Central Not registered Attomey

Newusertestemail, Alice None Not registered Attomey
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Export List of Users to File 
To export the list of users to an Excel file, navigate to the User access tab and click Export list to file.  

 

  

Biling User access Orders Reports Support
Account number:

Useraccess

Users Admins Export tist to file  Invite users

ÿSelect Actions Flter| |SearchEnter nsme Q

Users by account with product access

Name Products Status Position Actions

123, Hello Flrm Central, Westlaw Not registered Technical

12345, Testaccount Firm Central, Westlaw Not regkstered Non-attomey 4

ÿAdam,Testing Noee Not registeredAttomey

ÿ Admln1202, Test1202 Firm Central, WestlawNot regbsteredAdministrator

ÿ )Asx, Axsa Finm Central Not registered Analyst

ÿ Turner, Peter Westliw Not registered Aftomty

 C, Skye Admin Firm Central Not registeredAtorney
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You can also click the Export list to file button after filtering to export the filtered list of users to an Excel 

file. 

 

  

BWing User access Orders Reports Support

Account number:

Useraccess

Users Admins Export list tofile 2. Invite users

Select Actlons Flter(2) Search Enter name Q

Users by account with product access

Name Products Status Position Actions

Adam, Testing None Not registeredAttomey

Westlaw Not registered Attorney

C, SkyeAdmin Firm Central Not registered Attorney

Newusertestemail, Alice None Not registered Attorney
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As the list of users downloads, you will see status boxes indicating that the file is being prepared to 

download. 

 

  

BMing User accessOrders Reports Support

Arcount number

Useraccess

Preparing file
You can keep worklng whlle we load your data.

Users Admins Preparing file 2 Invite users

ÿSelectv Actlons Flter |s Search Enter name

Users by account with product access

Name Products Status Position Actions

123, Hello Firm Central, Westlaw Not registered Technical

12345, TestaccountAdmin Firm Centra, Westlaw Not registered Non-attormey

ÿ Adam, Testing None Not registered Attormey
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When the download completes, you will see status boxes indicating that the File was exported. 

 

The downloaded Excel file will look similar to the below. Note that you may need to adjust the column 

widths to properly view the data. 

 

eilling User accessOrders Reports Support
Accountnumber:

Useraccess

File exported
X

Check your download folder.

Users Admins File exported 2 Invite users

Actions  Fflter |SearchEnter name Q

Users by account with product access

Name Products Status Position Actlons

ÿ 1123, Hello Firm Central, Westlaw Not registered Technical

12345, TestaccountAomin Firm Central, Westlaw Not registered Non-attormey

ÿ Adam, Testing None Not registered Attorney

Aaosave uorlien [1]

Fle Home insert Draw Page LayoetFormuilasDats Revkew

DCopy
 Cut Cellbri 11 AA

Paste
F fomat PeinteBI U

Font

f Name

spnpaigs Sabus
D

123, Hello
12345, Testaccount Firm Central, Westlasu

himCentral,Westlam Notregistered Technical

Adam, Testing None
Not registered Non-attorney

Admin1202.Test1202 Firn Central, Wetlau
Not registereeAftomey

5

ASx, AoeSa
Not registered Administrator

Turrer, Peter Westlaw
Not registered Analyst

C.3yb Fim Central
Not registered Attorney
Not registered Amtomey
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Get a Report of Users 
We anticipate that user list reports will be available in 2024. 

Navigate to the Reports tab and click User list. 

THOMSONREUTERS

Biling User accessOrders Reports Support
Account numbaf

Reports
Get exports of system data to support auditing and other offline activities.

User list Library maintenance
Export a spreadsheet of the shlpments Export a spreadsheet of the users and
from one or more accounts over aafflated products to which they have

agreement

speclled date range. access. Easily maintain large print Ubraries and
streamlline costs.

Accountreconciliation
Createreports, compare Involces,
generate statements and more.
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Next, click Create a report. 

Next, determine whether you want the report to run monthly. If so, click the Repeat monthly toggle 

button so it appears green with a check mark before clicking Continue. Then, click Continue. 

THOMSONREUTERS

Billing User access Orders Reports Support

Account number:

Userlistreport
Thesereportshelpyoulookattheusersandaffiliatedproductstowhichtheyhaveaccess.

Create a report
temporarybutton.Couldn'tdeletereport

Therearenouserlistreportsforthisaccountyet.

To get started, select Create a report.

Create user list report
Selectthedaterange toincludeinthereport.

Includedatesfrom:

Aepo

Repeatmonthly Create user list report
Select the date range to include in the report.

Continue Cancel

Include datesfrom:

Today

Repeatmonthly

Continue Cancel
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Next, select the accounts for which you want to run the report. Then, click Review report. 

Next, review the report details. If the details are correct, then click Save and run report. 

THOMSONREUTERS

Create user list report
Select the user accounts from which to save and run reports.

Available accountslist Reviewreport Cancel

1of1selected Search Account, name, address

Account Name Address

100
**TEST FOR
CENTRAL**TESTINGONLY**

610 OPPERMAN DR, EAGAN, VT SA

Viewing 1 1 Rows per page10

Reviewyouruser listreport
Now,reviewthereportdetails.lfeverythinglooksgood,saveandrunthereport.

Report name Edit Daterange Edit

user-list-report/Jun15,202211:10AM Today
(Jun15,2022)

Selected accounts Edit Recurring Edit
100. No
**TESTFOR
**TESTINGONLY**

Save andrunreport Cancel
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If any of the details are incorrect, click Edit next to the wrong information and make the necessary 

change before continuing. 

 

After running the report, you will see a confirmation window indicating that your report is being 

created. You will receive an email when the report is ready for download. 

 

  

Review your user list report
Now, review the report details. If everything looks good, save and run the report.

Reportname Edit DaterangeEdit

user-list-report/Jun 15, 202211:10 AM Today
(Jun 15, 2022)

Selected accountsEdit RecurringEdit

100 No
**TEST FOR
**TESTING ONLY**

Saveandrunreport Cancel

We're running your report

Thiscantakeupto4hours,butyou don'tneed tokeepthispage
open.We'llemailyouatcurrent.testing@mailinator.com
whenthedataisavailablefordownload.

Backtoreports
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If you return to the Reports tab and click User list, you will see the status of your report. 

 

  

Billing User access Orders Reports Support

Account number:

User list report
Thesereportshelpyoulook attheusers and affiliatedproductstowhichtheyhave access.

Create a report

Availableandpendingreports
Account Date range Status

**TEST FOR **TESTING ONLY** 06/15/2022 Pending Actions

Vlewing 1  1 Rows per page10
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Manage Product Users 

View and Edit User Details 
To view a product user's details, navigate to the User access tab and click on the desired user's name.  

 

 

  

Blillng User access Orders Reports Support
Account numbe:

Useraccess

Users Admins Export list to file 2. Invite users

ÿSelect Actlons Enter name Q

Users by account with product access

Name Products Status Position Actions

123, Hello Firm Central Not registered Technlcal

D12345,TestaccountAdmin Firm Central, Westlaw Not registered Non-attomey

Adam, Testing None Not registered Attomey

ÿ Admln1202, Test1202 Flrm Central, Westlaw Not registered Administrator

ÿ Asx, Axsa Firm Central Not registeredAnalpst

ÿ Turner, Peter Westlaw Not registered Atomey

C, SkyAdmln Firm Central, Westlaw as on
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Next, view the user's personal details and product access.  To edit the user's personal details, click on 

Edit on the right-side of the Personal details box. 

 

 

  

Back to User access

SkyeC
Status: Not registered  Remove Skye

Personal details Edlit Products Edit products

 Name Productsnotyetregistered^
Skye C

Contact ID

0021613335 Send registration links

Position Firm Central
Non-attorney

Product adml

Registration key
Emall 13936496

skye.c@abc.com

Phone
Westlaw

N/A Registration key
13936495

Permisslons
Bllling
Manage Orders and Subscrlptlons
User Access
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Make any desired changes to the user's last name, email address, phone number or permissions. Then, 

click Save. 

 

  

Skye C
Status: Not registered

Personal details Products fetmich

Firstnsmt
Sky#

Products not yet registered
Send aniaite inkforaryproductsthatarenot etregistered.

Leil name Sand reghtrwten tinles

Firm Central 

Contact ID
Registation bey

0021613335
13936496-

CentactiDcans'tba+sited Westlaw
Position

Nef-9Mlomy
Begitatien bry
13936495-

Emall

ssly. OoePass emal car/t be edited here.

Piore (opfional)

missioes

Billing, Manage Orclers and Subscrip_

[nd dste (ootiens)
Erergmn/w
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After clicking Save, you will receive a confirmation similar to the one below. 

 

If you navigate back to the User access tab, the status for that user will appear as Updating user. 

 

Personaldetailsedited

You'vechanged thepersonal detailsforSkyeC
Itmaytakeupto15minutesforthesechangestoappearintheuser
profile.

Confirmationnumber:
000356701649

BacktoUseraccess

Biling User acoessOrders Reports Support
Account number:

Useraccess

Users Admins Export tist to file  Invite users

ÿ Select Actlons Flter |Search Enter name Q

Users by account with product access

Name Products Status Position Actlons

ÿ123,Hello Firm Central Not registered Technical

12345, Testaccount Admin Frm Central, WestlawNot registered Non-attorney

ÿAdam, Testing None Not registered Attorney

Admln1202, Test1202 Firm Central, Westlan Not registered Adminlstrator

Asx, Axsa Firm Central Not registered

Turner, Peter Westlaw Not registered Attorney

C, Skye Firm Central, Westlaw  Updating user Nen-fttorney
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Add Users 
Navigate to the User access tab and click Invite users. 

From the Users box on the left, select + Invite users. 

THOMSONREUTERS

Billing User access Orders Subscriptions Reports Support
Account numbef:

Useraccess

Users Admins Export list to file 2+ Invite users

Actions Flter| Search Enter name Q

Users by account with product access

Name Products Status Position Actions

ÿ 123,Hello Firm Central Not registered Technical

1234, Testaccount Flrm Central, Westlaw Not registered Non-attorney

ÿ None Not registered Attormey

Back to User access

Inviteusers
Choose which role to assign new users.You can always update them later.

Users 8 D Admins
Invite new users and assign them product access. + Invite new admins to help manage your account.

+ Invite users + Invite admins
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Add a first and last name, email address, and select their position from the dropdown menu. If 

desired, add an end date for when the user's access will expire. Then, click Continue on the bottom 

left.  *Note - Bulk Upload via Excel file will be available in 2024. 

THOMSONREUTERS

 Back to User access

Inviteusers
Adld up to 5 people. Or upload more with an Excel file in just a few steps.

Userdetails

2, Contact1
Flrst name Last name

ÿ  Enter first name Enter last name Choose

Emall
Enrer a first name.

End date mm/d/y (optional)Analyst
Attorney

Enter email Clerk
Contractor
Investigator
Judge
Lbrarian

+ Add another user Managef
Non-attomey
Paralegal
Supervlsor

Account
Technical

Name: **TEST FOR
FIRM CENTRAL **TESTING
ONLY**

Account:
Address:610OPPERMANDR

EAGAN VT USA

Continue
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To add an additional user, click + Add another user on the left side.  

 

Under Contact 2, add a first and last name, email address, and select their position from the dropdown 

menu. If desired, add an end date for when the user's access will expire. Then, click Continue. 

 

Backto Useraccess

Invite users
Add up to 5 people. Or upload more with an Excel file in just a few steps.

mUserdetails

2.Contact1

First name Lastname Position
Enter first name Enter last name Choose

Enter a first name. Choose a positicn.
Emall End date mm/dd/yyyy (optlonol)

Enter email

Add anotheruser

Inviteusers
Add up to 5 people. Or upload more with an Excel filein just a few steps.

 User detalls

2, Contact1 Femove X

Fst eame Lastnare

Enter first rame Enteriast nane Cheese

Emal
trifitnn.

Erd date nm/s/ww fspc
ErlererelL

2, Contac2
Lastrene Posllan

0 Enterfirst rame Cheese

Ertersfrt nne.
Emall Enddets

Enter eral

+ Add anolher user

Account

Naniti
FIRM CENTRAL*TESTING
**TEST FOR

ONLY**

AddetsG10 0PPERMANDR
EAGAN VT IUSA

Continue
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To add more than five (5) people, click on the link upload more with an Excel file. 

 

  

BacktoUseraccess

Inviteusers
Add up to 5 people. Or upload more with an Excel file in just a few steps.

User details

, Contact1
Flrst name Last nsme Position

Enter first name Enter Iest name Choose
Enter a finst name.
EmalL End date mm/dd/ww (optinat)

Enter emaill

+ Add another user

Account

Namei*"TEST FOR
FIRM CENTRAL*TESTING
ONLY**

Account:100

Address:610 OPPERMANDR
EAGAN VT USA

Continue Cancel
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Next, click on the Excel Template button. Then, complete the Excel template. Next, upload the 

completed Excel template. Then, click Continue. 

 

To Edit user details, click Edit user details. 

 

  

( BacktoUsr ascms

Invite users
Upload multiple people at once using an Excel file. Or add them individually.

Upload user details

1. Download tamplate
Use this fle to enter multiple peophe at once.

Eeceli Template

Editthe spredsheet, dd1uer perrw Tensure proper fomatg, maesuretoenterdetalsfr
2, Enter user detaits

esch of the columrs. But avoidl changing any column headers or formulas.

Onceyou/se enared sners and saed the fle, upload it te- continue arisigring prodiucts.
3. Uplond completed template

peeds epsry dog AutoSiave ? 9

File Home  Insert Draw Page LayoutFormulasData ReviewView Help Acrobat

 Cut
LaCopy

Calbi 12 A° A° ÿ ~ & Tet

1ME liritper ss/eed
Paste

f Fomat PairterB ÿ A ÿ ÿÿ  Merge & Center ÿ ÿ

Clipbcare ÿ Font Aigrnrt G Number

A2 f

B C D
Fist name Last ngme Position Emall End date (mm/dd/ww. eptlonal)

E

4

Back to User access

Invite users

Userdetails Edit user details

Name Position Email End date

Sadie P Contractor sadie.p@abc.com None
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Next, make any desired changes. Then, click Continue. 

 

  

 Backto Useraccess

Invite users
Add up to 5 people. Or upload more with an Excel file in just a few steps.

User details

, Contact 1
Flrst name Last name Position

Sadie Contractor

Email End clate mm/dd/www (optionat)

+ Add another user

ÿAccount

Namti **TEST FOR
FIRM CENTRAL **TESTING
ONLY*

AccountOOL

Address: 610 0PPERMAN DR
EAGAN VT USA

Continue
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Select the desired product(s) to which you want to grant access. If assigning Firm Central, select 

whether to grant Firm Central Administrator access. Then, click Continue.  

 

  

ÿ Beck to Useraccess

Inviteusers

User details Edit user detalls

Name Position End date

Sadie P sedis.p@abc.com None

Account
Name: **TEST FOR

FIRM CENTRAL **TESTING
ONLY**
100-

Addressr610 OPPERMAN DR Firm Central
EAGAN VT USA

Products Product admin (optional)
-bugyu au,nof peq sasn tje aoj suogduosqns pue stonpoad u5issy

Flrm Central Administrator
Looking for something?
Some products arent supi ng My Account

Continue Cancel
Westlaw

Firm Central

Continue
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Then, click Invite users. 

 

  

Badkto User sccesi

Reviewdetails
Once you submit, products are usually ready to use withln about 30 minutes.

User details Etft user delsilb

Name Pusiien Ermal. Eaddsfe

SadleP Centractor sadiepdebc.cen Nent

Account

**TEST FOR
FIRM CENTRAL **TESTING
ONLY**

Aooount100
Addesk610 0PPERMAN DR

EAGAN VT USA

Products Edn preducts

Westaw

Confirmationemait

You'll recelve a confirmation emall at
allcetestcspmyasync@malinator.com.

Notity lwited users
Once access Is avallable, we'll send reglstratlon Iinks drted user,

 Send links to users

Inite users
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After clicking Invite users, you will receive a confirmation similar to the one below. 

 

  

Backto User access

Users invited
You'veinvited1users

Whenproductsareready touse,we'llsend theregistration details.Thisusually
happenswithinabout3ominutes.

Confirmation:#000356695310

Invited by:

BacktoUseraccess
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If you navigate back to the User access tab, you will see a blue box notification that a new user was 

added. Also, you can see the new user listed under the Users tab. Note, the status will appear as Adding 

user until the system completes the update. 

 

  

tling User158324 Orders SubscriptionsReparts Support
Acsurteambet

Useraccess

0 Added1user
It can take up to 30 minutesforallstems to reflect this.Dismiss X

Users Admins Export list to file , Invite users

 Select Actlons  Rner |SearchEnter name Q

Users by account with product access

Name Predstts Sustiei Positien Actiors

O sierhm,trlk Nont Notreghtered Administrator

Corley,Soott Westlsw Notregistered Non-attomey

 Lee, Appl Westlsw Notregktered

ÿ nal, Alke Nosa Nstregitaend Allemey

 P,Sadi Westlaw Not registered Cortradter

ÿ Prodjarwel, AFice3 Fim Central, Westlaw Not registeredAnoty

ÿProducts, Multigle Westlsw NotregisteredlNon-attomey

P,Sadia Westl Nin-atfomey
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Remove Users 
There are four (4) ways to remove a user. 

1) Navigate to the User access tab and click on the user that you want to remove. 

 

  

BWing User accessOrders Subscriptions Reports Support
Accountnumber:

Useraccess

Users Admins Export tist to file  Invite users

Actions  Filter SearchEnter name Q

Users by account with product access

Name Products Status Position Actions

Flerham, Erik None Not registered Administrator

ÿ Corlay, Scott Westlaw Not registered Non-attorney

Lee, Apple Westlaw Not registered Contractor

Newusertestemall, Alice None Not registered Attorney

P, Sadie Westlaw Not registered Contractor
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Next, click Remove [user's name] on the right side. 

 

 

Then, click Remove. 

 

  

Back to User access

Apple Lee
Status:Notregistered Remove Apple

Personaldetails Edit Products Editproducts

Name Productsnotyetregistered
AppleLee Send an invite link for any products that are not yet registered.

ContactID
0021609391 Sendregistration links

Position Westlaw
Contractor Registration key
Email 13933990

applelee@123.com

Phone
N/A

Permissions

Apple Lee
tls:Notregistered

Personaldet RemoveApple?

This will remove Apple Lee from your org's account, along with any product access they may have.

Remove Cancel
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2) Navigate to the User access tab. Click on the three dots under the Actions tab for the user you 

want to remove. Then, select Remove user. 

 

Then, click Remove. 

 

BilWing User access Subscrptions Reports Support
Account number:

Useraccess

Users Admins Export list to file 2. Invite users

ÿ Select Actlons eos1 Enter name Q

Users by account with product access

Name Products Status Position Actlons

ÿ Flerham, Erik None Not registered Administrator

ÿ Corley,Scott Westlaw Not registered Non-attomey

ÿ Lee, Apple Westlaw Not registered Contractor +++

ÿ Newusertestemall, Allce None Not registered Attorney +++
Send registration links

ÿ P, SadieAdmin Westlaw Not registered ConEdit products Actlons
Remove user

ÿ P, Sadle Westlaw Not registered Non-attorme

Prodjanval, Allice3 Flrm Central, Westlaw Not registered Attorney

Useraccess

RemoveP,Sadie?

This witl removeP,Sadie from your orgs account,along with any productaccess theymay have.

Remove ancel
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After clicking Remove, you will receive a confirmation similar to the one below. Then, if you click Back to 

User access, you will see a blue box similar to the one below stating that a user was removed. 

 

  

Removinguser

We're removing Sadie P from your account. Any product access
they may have will expire shortly. You'll get a confirmation
message when complete. Ordens

Confirmation number:
000356695601 Useraccess

BacktoUseraccess
Removed 1user
toentabe

Uers Admins Esportuist tofle 2, Imite users

 Stet Rw|fen Q

Users by account with product access

Stus

 tz,Hrie Frm-Cetal Trchaical

Firm-Centrsl, Werfsw Notregitusd

Pdpms,aikea
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3) To remove multiple users, navigate to the Users access tab. Next, select all users from the Users 

(or Admins) list that you want to remove. Then, click the carrot to the right of Actions on the left 

side and select Remove users. 

 

lling User access Orders Subscriptions Reports Support

Accounf number

Useraccess

Users Admins Export listto file 2. Invite users

Select v Actions Filter SearchEnter name Q

nRs
Send registration

Users by accoul Iccess
Remove users

Name Products Status Position Actions

ÿ]Florham, Erik None Not reglstered Adminlstrator

ÿ Corley, Scott Westliaw Not reglstered Nen-attomey

Lee, Apele Westlaw Not reglstered Contractor

ÿ Newusertestemail, Alice None Not reglstered AttomeY

P, Sadie Westliaw Not reglstered Contractor

P, Sadie Westlaw Not registered Non-attorney

ÿ Prodjarval, Alice3 Flrm Central, Westliaw Not registered Atmey
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Next, click Confirm.

 

If you do not want to remove one of the listed users, click Remove from list. 

 

4) An administrator who manages multiple location accounts, may remove users through the Find 

a User page.  

Reviewdetails
The selected users will be removed from your orq's account, along with any product access they may have.

Name Emall Products Positlon

P, Sadle sadle.p@abc.com Westlaw Non-attomey Removefromlist

Lee, Apple a.lee@abc.com Westlaw Contractor Removefrom list

Confirm Cancel

Reviewdetails
The selected users will be removed from your orq's account, along with any product access they may have.

Name Emall Products Positlon

P, Sadle sadle.p@abc.com Westlaw Non-attorney Removefromllst

Lee, Apple a.lee@abc.com Contractor Removefromllst

Confirm Cancel
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Send/Resend Product Registration Links 
There are three ways to send product registration links to users. 

1) Navigate to the User access tab and click the user to whom you want to send a product 

registration link. 

 

  

Billing User iccessOrders Reports Support

Account number:

Useraccess

Users Admins Export list to file 2 Invite users

ÿ Select Actlons Flter SearchEnter name Q

Users by account with product access

Name Products Status Position Actions

ÿ 123, Hello Firm Central Not registered Technlcal

12345, TestacceuntAdmin Firm Central, Westlaw Not registered Non-attomey

Adam, Testing None Not registered Atormey

Admln1202, Test1202 Firm Central, Westlaw Not registered Administrator

Asx, Axsa Firm Central Not registeredAnalpst

Turner, Peter Westlaw Not registered Attorney

C,SkyeAdmln Firm Central, Westlaw Not registered Non-attomey
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Next, click Send registration links from the Products box.  

 

After clicking the Send registration links, you will receive a confirmation similar to the one below. 

 

 

{ Back to User access

Skye C
Status: Not registered  Remove Skye

Personal details Edlit Products Edit products

 Name Productsnot yetregistered ^
Skye C Send an invite link for any products that are not yet registered.

Contact ID

0021613335 Send registration links

Position Firm Central Product admln
Non-attorney Registration key
Emall 13936496

skye.c@abc.com

Phone
Westlaw

N/A Registration key
13936495

Permissions
Billing
Manage Orders and Subscrlptlons
User Access

End date

Invite links sent

We'vesentregistrationlinkstoSkyeCatskye.c@abc.com

Youcanresendregistrationlinksasneeded.

Backtoprofile
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2) Navigate to the User access tab. Click on the three dots under the Actions tab for the user 

whose product access you want to change. Then, select Send registration links. 

 

Next, click Send. 

 

Biing User accessOrders Reports Support
Alice testespeyisyncAccount number:004315216 

Useraccess

Users Admins Export list to file .Invite users

ÿ Select V Actions Flter|SearchEntername Q

Users by account with product access

Name Products Status Position Actions

123,Hello Firm Central Not registered Technical

12345,TestaccountAimi Firm Cenitral, Westlaw Not registeredNon-attormey

ÿAdam,Testing None Not registered Anormey

Admin1202.Test1202 Fem Central WestlawNot registered Administrator

ÿ Asr,Arsa Firm Central Not registeredAnalyst

ÿ Turner,Peter Westlaw Not registeredAttorney

c,Sky Admn Firm Central Not registered Edit products Actlions
Remove user

User access

Users Admins Export list tofile

Jsersbyaccountwit Sendregistrationlinks?

Registrationlinkswillbesenttoskye.c@abc.comforproductsthatarenotyetregistered

Send Cancel
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After clicking send, you will see a green box similar to the one below stating that registration links were 

sent. 

 

 

  

Biling User accossOrders Reports Support
Arcoutt sumber

Useraccess

Users Admins Export list to file 2.Invite users

Select Actions YFlter SearchEnter name Q

Users by account with product access

Name Products Status Position Actions

ÿ123,Hello Firm Central Not registered Technical

12345,Testacco Fim Central West Not registeredNon-attormey

Adam,Testing None NotregisteredAtormey

ÿ Admin1202.Test1202 FimCentraLWestlaw Not regered Administrator

ÿ Asx,Axsa Fim Central Not regiered Analyst.

Turner, Peter Wesiaw Not registered Attoney

ÿ C,SkyeAdmin Registration links havebeen sent to the user Artomey
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3) Navigate to the User access tab. Select the users to whom you want to send the registration 

links. Next, click the Actions carrot. Then, click Send registration links. 

 

  

elling User access Orders Subscriptions Reports Support

Account utber

Useraccess

Users Admins Export list to file .Invite users

Select Actions Flter|SearchEnter name Q

links
Send registration

Users by accou
Remove users

ccess

Name Products Status Position Actioes

Goel, Krystal Firm Central, Westlaw Not registered Analyst

ÿ Florham,Erk None Notregistered Administrator

ÿ Tuner,Peter Westlaw Not registered Non-attorney +++

Lee.Apple Westliaw Not registered Contractor

ÿ Newusertestemall,Alice None Not registeted Attormey

P.Sade Aibmn WesSaw Not registered Contractor

P, Sadle Westlaw Not registered Non-attoerney
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Next, select whether to send registration details to you, to the selected users or to both you and the 

users. Then, click Confirm. 

 

If an incorrect user is listed in the Review details list, click on Remove from list to the right of the user. 

 

  

Review details
The selected users have not yet reglstered thelr access to the products below.

Name Emall Unreglstered products Position

Lee, Apple a.lee@abc.com Westlaw Contractor Remove from list

P, Sadle sadle.p@abc.com Westlaw Non-attorney Remove from llst

EmailOptions
Choose who should receive registration details:

Send registration details for all selected users to me at Testingcentral@mailinator.com

Send registration details and links directly to selected users

Confirm Cancel

Review details
The selected users have not yet reglstered thelr access to the products below.

Name Emall Unregistered products Positlon

Lee, Apple a.lee@abc.com Westlaw Contractor Remove from llst

P, Sadle sadle.p@abc.com Westlaw Non-attorney Remove from list

EmailOptions
Choose who should receive registration details:

Send registration detalls for all selected users to me at Testingcentral@mailinator.com

Send registration details and links directly to selected users

Confirm Cancel
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After clicking Confirm, you will receive a confirmation similar to the one below. 

 

The user(s) to whom you sent registration links will receive an email (usually within 30 minutes) similar 

to the one below. To complete registration, the user must click on Register in the email. 

 

Usersinvited

You'veinvited2users.

When products are ready to use,we'll send theregistration details.This usually happens within about 3O minutes.

Invitedby:

BacktoUseraccess

BOOMI-QA: Thomson Reuters Access Confirmation

Donotreply

MSON REUTERS

Apple Lee,

Welcome to Thomson Reufers. This emall cortains your
adtivsfon information required to register products to your
OnePass account.

slary uogtqsfag ±0

Westlaw &
139:

Register

What is a registration key?
A registration key allows you to activate a product using your
OnePass account.

OnePass is the online record of the username and password
What is OnePass?

you personally select to access Thomson Reuters products,
and allows you to sign on to multiple Thomson Reuters
products with a single usermame and password.

Already have OnePass?
A registration key allows you to tie each Thomson Reuters
product or service within your subscripfion to your OnePass.
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Reset Password for a User 
There are two ways to reset a user's password. 

1) Navigate to the User access tab. Click on the three dots under the Actions tab for the user 

whose product access you want to change. Then, select Reset password. 

 

 

Billing User access Support

Account number:

Useraccess

Users Admins Export list to file 2 Invite users

Select v Actlons rilter SearchEnter name Q

Users by account with product access

Name Products Status Actions

Fast, Brent ProView, UK Books, Westlaw IE Partially registered

Sands, Tom Data Prlvacy Advlsor, UK Books Reqlstered

Edit products
C, Skye Data Privacy Advisor Reset password Actions

Remove user
Core with ids text. UK Books, Westlaw UK Registered
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Next, select whether to send a link to the user's associated email address or to generate a temporary 

password to send to the user. Then, click Continue.

 

  

Reset password
HelpSkyeCrecoveraccesstotheirproductsandaccount.

OnePass username

AL

Resetby
Sendinga linktotheirassociatedemail

Generatinga temporarypassword tosend them

Continue Back
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2) Navigate to the User access tab and click on the user's name. 

 

Next, click Reset password on the right side. 

 

Bllling User access Support
Account number:

Useraccess

Users Admins Export listtofile 2 Invite users

Select Actions Enter name

Users by account with product access

Name Products Status Actlons

Fast, Brent ProVlew, UK Books, Westlaw IE Partlally reglstered

Sands, Tom Data Privacy Advisor, UK Books Registered

C,Skye Data Privacy Advisor Registered

Core with ids text UK Books, Westlaw UK Registered

Backto User access

Skye C
Status:Registered Remove Skye Reset password

Personaldetails Edit Products Edit products

Name Registeredproducts
Skye C

Contact ID OnePass usermame:
0021874781

DataPrivacyAdvisor
Email Registration key Last accessed

14182283- N/A

Phone
N/A

Permissions
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Next, select whether to send a link to the user's associated email address or to generate a temporary 

password to send to the user. Then, click Continue. 

  

Afer clicking Continue, you will see a confirmation notification box indicating that a password reset link 

was emailed to the user. 

 

Reset password
HelpSkyeCrecoveraccesstotheirproductsandaccount.

OnePassusername

AL

Resetby

Sendingalinktotheirassociatedemail

Generatingatemporarypasswordtosendthem

Continue Back

Reset linksent

We've emailedareset link toSkye CatSkye.Ctest@abc.com.It'svalid for3hours
oruntilit's used tocreate anewpassword.

OnePassusername
AL

Backtoprofile
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Edit Product Access (Add/Remove Product Access) 
There are two ways to Edit product access assigned to a user. 

1) Navigate to the User access tab and click on the user whose product access you want to update. 

 

  

Blillng User lccess Orders Reports Support
Account number:

Useraccess

Users Admins Export tist to file  Invite users

ÿ Select Actlons Enter name Q

Users by account with product access

Name Products Status Position Actiers

ÿ 123, Hello Firm Central Not registered Technical

ÿ Admln Firm Central, Westlaw Not registered Non-aftormey

1 None Not registered Atormey

Admln1202, Test1202 Firm Central, Westlaw Not registered Adminlstrator

ÿ Firm Central Not registeredAnalpst

Turner, Peter Westlaw Not registered Atomey

C,SkyeAdmln Firm Central, Westlaw Not registered Non-attomey
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Next, click on Edit products on the right-side of the Products box. 

 

  

{ Back to User access

Skye C
Status: Not registered  Remove Skye

Personal details Edlit Products Edit products

Name Productsnotyetregistered^
Skye C

Contact ID

0021613335 Send registration links

Position Firm Central
Non-attorney

Product admln

Registration key
Emall 13936496

skye.c@abc.com

Phone Westlaw

N/A Registration key
13936495

Permisslons
Billing
Manage Orders and Subscrlptlons
User Access

End date
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Then, select or deselect any product(s) access you want to add or remove and click Save. 

 

  

Editproducts
ÿ Change products or subscriptions for Skye C.

Select products
The number of selected seats impacts how many users you can Invite. For more seats, @pen a Support tickeL.Save Cancel

Looking for something?
Some products aren’t supported here quite yet. Untit they are, you can stil invite users by accessing My Account

Westlaw

Firm Central

Product admin (optional)

Firm Central Administrator

ThomsonReutersRegulatoryIntelligence All seats assigned.

ÿBackto top Save ancel
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2) Navigate to the User access tab. Click on the three dots under the Actions tab for the user 

whose product access you want to change. Then, select Edit products. 

 

  

Bling User access Orders Reports Support
Account number

Useraccess

Users Admins Export list to file  Invite users

 Select v Actlons Fltter |SearchEnter name Q

Users by account with product access

Name Products Status Position Actions

123, Hello Firm Central Notregistered Technical ++

12345, Testaccount Flrm Central, WestlawNot regsteredNon-attomey

ÿ Adam, Testing None Not registered Aftoney +

ÿ Admin1202, Test1202 Firm Central, Westlaw Notregstered Administrator +

ÿ Asx, Axsa Firm Central Not regktered Analyst +#+

ÿ Turwer, Peter Westlaw Notregstered Atorney +++
Send registration links

C,Sky Firm Central, Westlaw Not reqktered Edit products  Actions
Remove user
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Then, select or deselect any desired product(s) and click Save. 

 

 

After editing the product(s) assigned to a user, you will receive a confirmation similar to the one below. 

 

Edit products
ÿ Change products or subscriptions for Skye C.

Select products
The number of selected seats impacts how many users you can Invite. For more seats, @pen a Support tickeL.Save Cancel

Looking for something?
Some products arent supported here quite yet. Until they are, you can still invite users by accessing My Account

Westlaw

Firm Central

Product admin (optional)

Firm Central Administrator

ThomsonReutersRegulatoryIntelligence All seats assigned.

ÿBackto top Save ancel

Productsedited

You've changed accessforSkye C.If you assigned any newproducts,registration emails will
besentshortly.

Confirmationnumber

000356701638

BacktoUseraccess
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If you return to the User access tab immediately after editing a user's product access, the status for that 

user will appear as Updating user. 

 

 

  

Biling User accessOrders Reports Support
Account number:

Useraccess

Users Admins Export list to file  Invite users

ÿ Select Actlons Flter |SearchEnter name Q

Users by account with product access

Name Products Status Position Actions

ÿ123,Hello Firm Central Not registered Technical

ÿ 12345, Testaccount (Admin Firm Central, WestlawNot registered Non-attorney

ÿAdam, Testing None Not registered Attorney

Admln1202, Test1202 Firm Central, Westlaw Not registered Adminlstrator

ÿ Asx, Axsa Firm Central Not registered

Turner, Peter Westlaw Not registered Attorney

C, Skye Firm Central, Westlaw  updeting userNon-aftorney
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Add Additional Seats 
Currently, we don't have a feature to support adding additional seats to an existing subscription. 

However, you can create a support ticket by either clicking on the open a support ticket link from the 

Edit products box or by going to the Support tab.  

To locate the open a support ticket link, follow the steps above to Edit products. Then click open a 

support ticket. 

 

  

Edit products
 Change products or subscriptions for Skye C.

Selectproducts
The number of selected seats impacts how many users you can invite. For more seats, @pen a Support ticket.Save Cancel

Looking for something?
Some products aren't supported here quite yet. Until they are, you can stllinvite users by accessing My Account

Westlaw

Firm Central

Product admin (optional)

Firm Central Administrator

ThomsonReutersRegulatoryIntelligence All seats assigned.

ÿBack to top Save Cancel
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To open a support ticket using the Support tab, navigate to the Support tab and click Submit a ticket. 

 

 

 

 

  

Blling User accessOrders SubscriptlonsReporls Support
Account number:

Support

Quick links

Westlaw Edge Training 

Westiaw Classic Tralning 

Submit ticketstogethelpfaster Practical Law Training 

•Use tickets for issues related to your account or your orders. For help usingKnowledge Center C
products, go to Product Support .

•Vlew and track all your tickets here, Including tlchets We create when you call or
email us.

•An agent willrespond in1to 2 business days. You can optin to updates via emall
when yousubmit a ticket.

Submit a ticket

Open tickets Resolved tickets

You don't have any open tickets.
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Manage Administrative Users 

View and Edit Administrator User Details 
To view an admin user's details, navigate to the User access tab. Next, click the Admins tab. Then, click 

on the desired user's name. 

 

 

  

Billing User accessOrders Reports Support
Account number:

Useraccess

Users Admins 2 Invite users

SearchEnter name

Name Permissions Status Actions

12345,Testaccount Billing, Manage Tickets, User Access, View Orders and SubscriptionsNot registered

Adam,Testing Billng, Manage Orders and Subscrlptlons, User Access Registered

Lee, Apple Billing, Manage Orders and Subscriptions, User Access Registered

Lee, Apple Billing, Manage Orders and Subscriptions, User Access Not registered

C, Skye Billing, Manage Orders and Subscriptions, User Access Not registered
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Next, view the user's personal details, including Permissions at the bottom of the Personal details box, 

and product access. 

 

  

Backto User access

Skye C
Status: Not registered 2 Remove Skye

Personaldetails Edit Products  Edlit products

 Name Productsnot yetregistered^
Skye C Send an invite link for any products that are not yet registered.

ContactID
0021613335 Send registration links

Position Firm Central
Non-attorney

Product admin

Registratlon key
Emall 13936496

skye.c@abc.com

Phone
Westlaw

N/A Registration key
13936495

Permisslons
Billing
Manage Orders and Subscriptions
User Access

End date
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To edit, click Edit on the right side of the Personal details box.  

 

  

{ Back to User access

Skye C
Status: Not registered  Remove Skye

Personal details Edlit Products Edit products

 Name Productsnotyetregistered^
Skye C

Contact ID

0021613335 Send registration tinks

Position Firm Central
Non-attorney

Product admln

Registratlon key
Emall 13936496

skye.c@abc.com

Phone Westlaw

N/A Registration key
13936495

Permisslons
Billing
Manage Orders and Subscrlptlons
User Access

End date
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Next, make any desired changes to the Last name, Position, Email, Phone number, Permissions, and End 

date. Then, click Save. 

 

  

Skye C
Status: Not registered 2, Heme Skye

Personal details Products

Shy#
Products not yet registered
pisegsjfaepelpou avesepspnpod/ue sopug etpaue pues

Lasteame Send reglhtratlon tinkes

Firm Central

ContactID
Rrjitation bey

0021613335
13936496-

CentactiD cans'tba+dited Westlaw
Pesition

Nen-smm
Registration bey
13936495-

Ttis ema t wsdifor 8ccN
Emall

ssly. OsePass emall car/t be edited here

Phone (optional)

$

Billing, Manage Orclers and Subscrip_

End date (ogtionsl)
Erter ac me/ds/wn
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You will see a popup confirmation window indicating that changes were made to the personal details. 

 

  

Personaldetailsedited

You'vechanged thepersonal detailsforSkyeC
Itmaytakeupto15minutesforthesechangestoappearintheuser
profile.

Confirmationnumber:
000356701649

BacktoUseraccess
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If you navigate back to the User access tab, the status for the user will appear as Updating user until the 

changes are fully processed. 

 

  

Biling User accessOrders Reports Support

Account number:

Useraccess

Users Admins Export list to file  Invite users

ÿ Select Actlons  Flter|SearchEnter name Q

Users by account with product access

Name Products Status Position Actions

123, Hello Firm Central Not registered Technical

12345, Testaccount Admin Frm Central, WestlawNot registered Non-attorney

 Adam, Testing None Not registered Attorney

ÿ Admln1202, Test1202 Firm Central, Westlan Not registered Adminlstrator

ÿ 1Asx, Axsa Firm Central Not registered Analyst

ÿ Turner,Peter Westlaw Not registered Attormey

C, Skye Firm Central, Westlaw  updating userNen-fttorney
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Add Administrator Users 
Navigate to the User access tab. Next, click the Admins tab. Then, click Invite users. 

 

 

From the Admins box on the right, select + Invite admins. 

 

 

  

BWling User accessOrders Reports Support
Account number:

Useraccess

Users Admins  Invite users

SearchEnter name Q

Name Permisslons Status Actions

12345, Testaccount User Access, View Orders and Subscriptions Not registered

Adam, Testing Billing, Manage Orders and Subscrptlons, User AccessRegistered

Lee, Apple Billing, Manage Orders and Subscriptions, User Access Registered

Lee, Apple Billing, Manage Orders and Subscriptions, User AccessNot registered

C, Skye Billing, Manage Orders and Subscriptions, User AccessNot registered

Back to User access

Inviteusers
Choose which role to assign new users.You can always update them later.

Users Admins
Invite new users and assign them product access. ? Invite new admins to help manage your account.

+Invite users + Invite admins
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Add a first and last name, email address, and select the permissions you want to provide to that user 

from the dropdown menu. Then, click Continue. 

 

  

Backto User access

Inviteadmins
Enter up to 5 admins. If they need access to products, you can edlit their profiles once they register.

ÿ Admindetails

2.Contact1
First name Last name Permissions

Choose permlssions

 Enter a first name. BWing
Emall Vlew and pay involces

 Manage Orders and
Subscriptions
Manage Orders and
Subscriptions

+ Add another user  Manage Tickets

User Access

Account Add, edit and delete users

Name:
 Vlew Orders and

**TEST FOR suouduosqns

FIRMCENTRAL**TESTING View Orders and
Subscriptions

ONLY*

Account:100

Address:610 OPPERMANDR
EAGAN VT USA

Continue ancel
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To add additional administrators, click + Add another user on the left side. 

 

  

Back to User access

Inviteadmins
Enter up to 5 admins. If they need access to products, you can edlit their profiles once they register.

Admin details

 Contact1
Flrst name Last name Permisslons
Sadie Bling, User Access, Manage.

Emall

sadie.p8abc.com

Jasn eoue ppv +

Account
Name: **TEST FOR

FIRM CENTRAL **TESTING
ONLY*

Account:100
Addressi610 OPPERMAN DR

EAGAN VT USA

Continue Cancel
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Under Contact 2, add a first and last name, email address, and select their permissions from the 

dropdown menu. Then, click Continue. 

 

 

  

Invite admins
Enter up to 5 admins. If they need access to products, you can edit thelr profles once they register.

Admin details

, Contact1
Finst rame Lesteeme Perrisslons

Ssdie P Blng, User Acoes, Manept.

safes@sc.com

Contact 2 X

Fintnave

+ Acd another user

ÿ Account
*TEST FOR
FIRM CENTRAL **TESTING
ONLY**

Account 100
AddessG10 OPPERMAN DR

EAGAN VT USA
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Then, click Invite admins. 

 

After clicking Invite admins, you will receive confirmation similar to the one below. 

 

Backto Useraccess

Reviewdetails
Invites will get sent directly to admins after submitting.

Admin details Edit admin details

Name Permisslons Emall

Sadie P Billing, User Access, Manage Orders and Subscriptions sadle.p@abc.com

Account

Name: **TEST FOR
FIRM CENTRAL **TESTING
ONLY**

Account:100

Addres51610 OPPERMAN DR
EAGAN VT USA

Confirmationemail

Once access Is avallable, we'll send registration links directly to eachinvited admin.

Irvite admins Cancel

BacktoUseraccess

Adminsinvited
You'veinvitedonepersonwithadminpermissions.

Invitedby:

BacktoUseraccess
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If you navigate back to the User access tab, you will see a blue box notification that a new user was 

added. Also, you can see the new user listed under the Admins tab.  

 

 

  

Uselao9s Oners Stxrbin Feperts Secot

Useraccess

Added1admin
It cantabeup to 30 misute Dknsiss X

Users Admlns 2. Invite users
SearchEnter rente

Nere Ststus Actloss

12345, Testsccsunt Uer As, VOrdersand Subscriptions Not registewd

Adam, Testing Blng, Manage Odes and Sbsoripians, User AcessRegistered

Lee, Apple Eling, Manage Ordesand Subsoripiers, User.AccessRegistered

Bling, Masage Ordesand Subsoipties, User AocessNitregjiteed 44

Bing,Manage Ordesand Subsriptims, UserAccessNot negiteed 44

Bllng Me Oen d Sutim, ber Ac Regihtered +

Bllng, MamMage Orders and 5ubscrm, UserAccess Not negistered

lsetet, #ppla Not regji:teed

Marage Ordes and Subso Regitwed

R,Ssdie Blng, Masage Ordes and Subsoiptiers, UserAccessNitrgistered
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Next, from the Admins tab, click on a user's name. Then, click Add products. 

 

 
  

Back to User access

Sadie P
Status: Not registered Remtove usef

Personal details Edit Products Add.paoducts
Name
Sadie P This person doesn’t have

access to products yet.
EmailL

sadie.p@abc.com

Phone
N/A

Permissions
BWing
Manage Orders and Subscriptions
User Access

Account details
Invite user
We'll email this person again with the
registration link.

Resend invite

 
 

  

    

 
  

  
 

 
 

 
 

 
 

 

 
 

 



  SELF-SERVICE PORTAL USER REFERENCE GUIDE 
 

137 
 

Next, select desired products.  Then, click Save. 

 

 

After clicking Save, you will receive a confirmation similar to the one below. 

 

BMing User accessOrders SubscriptionsReports Support
Alice testcspmyasync Account numbern1004315216 v

Add products
Add products or subscriptions for Sadie P.

End date mm/dd/yvy (optlonol)

Selectproducts
The number of selected seats impacts how many users you can invite. For more seats, pen a support ticket.Save Cancel

Looking for something?
Some products aren’t supported here quite yet. Until they are, you can stil invite users by accessing My Account

Westlaw

Firm Central

ÿBack to top Save ancel

BacktoUseraccess

Products added

Whenproductsarereadytouse,we'llsendtheregistrationdetails.Thisusually
happenswithinabout30minutes.

Confirmation:#000356695606

Invited by:

BacktoUseraccess
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If you Navigate back to the User access tab, you will see a blue box notification that a new user was 

added. Also, you can see the new user listed under the Users tab.  

 

Remove an Admin User 
Navigate to the User access tab and select the Admins tab. Next, follow the steps for removing a user in 

the section Manage Product Users: Remove Users in this guide. 

  

tling Useraccess Ordas SubscriptionsReparts Support
Arourt eamber

Useraccess

0 Added1user
Itcan take up to 30 minutesforallsstems toreflect this.DlsmisX

UsersAdmins Export list to file , Invite users

 Select Actlons  iter | Search Enter name Q

Users by account with product access

Naerte Products Sustiei Prsilite Actiors

ÿFlarham,Erik Nont Notreghtered Administrator 111

ÿ Corley Soott Westlsw Netregstered Non-attomey

DLee, Apple Westlsw Netregistered

ÿ ail, Alice Nona Net registersdAeseey

P,Sadia Westlaw Net rgistered Contractor

ÿ Prodjarwel, Aice3 Fim Central, Westlaw Nitregistered Amomty

ÿProducts, Multigle Westlsw Notreqktered Non-sttomey

P, Sadia Westlew  Adirgunr Nin-atfomey
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Resend Invitation to an Admin User 
To resend an invitation to an administrator, navigate to the User Access tab and click on the Admins tab. 

Next, click on the user to whom you want to resend the invite. 

 

  

Billing User access Orders Reports Support

Account number:

Useraccess

Users Admins 2Invite users

Search Enter name Q

Name Permlsslons Status Actlons

Singh, Carol Manage Orders and Subscriptions Registered

P, Sadie Billing, Manage Orders and Subscriptions, User Access Not registered

P, Sadie Billing Not registered
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Next, in the Account details box, click Resend invite. 

 

 Back to User access

Sadie P
Status: Not registered Remove user

Personal details Edlit Products Add pcoducts

Name
Sadie P This person doesn't have

access to products yet.
Email
sadie.p@abc.com

Phone
N/A

Permisslons
Billing
Manage Orders and Subscrlptlons
User Access

Account details

Invite user
We'llemail this person again with the
registration link.

Resend invite
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After clicking Resend invite, you will see a green box similar to the one below indicating that the invite 

was sent.

 

 

  

Back to User access

Sadie P
Status: Not registered Remove user

Personal details Edit Products Adld products

Name
Sadle P This person doesn't have

access to products yet.
Email
sadie.p@abc.com

Phone
N/A

Permisslons
Billing
Manage Orders and Subscriptions
User Access

Account details

Invite user
We'llemall thls person again with the Invite sent
registration link.
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Reset Password for an Admin User 
Navigate to the User access tab and select the Admins tab.  Next, click the admin user's name. 

THOMSONREUTERS

Billing User access Support
Account number:

Useraccess

Users Admins 2 Invite users

SearchEnter name D

Name Permisslons Status Actlons

10048 Bllling, User Access Registered

Brent, Kevin Billing, User Access Registered 000

bikenew, electric Billing, User Access Not registered

Clone, Test Billing, User Access Registered
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Next, click Reset password on the right side. 

 

  

Backto User access

TestClone
Status: Registered Remowe useReset password

Personal details Edit Products Ad products

Name
Test Clone This person doesn’t have

access to products yet.
Email

test.clone@tr.com

Phone
N/A

Permissions
Bllling
User Access

Account details

OnePassusermame

Registration key

u|-u6(s 15e7]
Feb 03, 2022 06:11 am
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Then, select whether to send a link to the user's associated email address or to generate a temporary 

password to send to the user. Then, click Continue.

 

 

 

 

  

Reset password
HelpTestClonerecoveraccesstotheirproductsandaccount.

OnePassusername

Resetby
Sendingalinktotheirassociatedemail

Generatingatemporarypasswordtosend them

Continue Back
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ORDERS 
We anticipate the Print Order tasks shown in this section will be available in 2024. 

View Print Order 
Navigate to the Orders tab. Next, enter the Order number. Then, click Go. 

THOMSONREUTERS

Billing Useraccess Orders Reports Support

PrintOrders

PrintOrders
Enteryourordernumbertoviewyourorderdetails,requestareturnslip,or
reshipanordereditem.Yourordernumbercanbefoundonyourinvoice
and theorderemailconfirmation.

Ordernumber

Go

Additionalordermanagmentfunctionalitieswillbecomingsoon.In
themeantime,pleasegotoMyAccounttoviewyourfull listof
orders.
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Then, view the Print Order details. 

 

  

Print Orders / 0205

Order020500000details

Shipping and payment information

Placed on Ship to PO Number
06/19/2022 TESTING|ACCOUNT 87

PAYABLE
Total amount (USD) Start a return Return policy

Order status 5230 FRONT BLVD

Shipped SUNNYVALE, AZ $599.09
92618 Start a reship

1item in your order

Item Quantity Delivery Posting
on number

TRG CA PRACTICE ALTERNATIVE DISPUTE RESOLUTION CH6-8 2021
CONTENT

07/04/2022 614

Viewing 1- 1 Rows per page10
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Returning Items (Start a return) 
To return one or more items from an order, navigate to the relevant Order details page. Then, click Start 

a return on the right side. 

 

  

Print Orders / 0205

Order020500000details

Shipping and payment information

Placed on Ship to PO Number
06/19/2022 TESTING|ACCOUNT 87

PAYABLE
Total amount (USD) Start a returnReturn policy

Order status 5230 FRONT BLVD

Shipped SUNNYVALE, AZ $599.09
92618 Start a reship

1item in your order

Item Quantity Delivery Posting
number on

ÿ ÿ

CONTENT
0441 07/04/2022 614

Viewing 1- 1 Rows per page10

 

 

 

   
   

 
  

  
   

  

 

   
  

  

    

  



  SELF-SERVICE PORTAL USER REFERENCE GUIDE 
 

148 
 

Next, use the plus and minus buttons to select the number of items you want to return. 

 

Next, click the carrot next to Select a reason and select the reason for returning the item from the 

dropdown menu. Then, click Create return label. 

 

  

Print Orders/ 020500000/ Retum Order

Starting a return on order 020500000
For each title you want to return, tell us how many you're sending and why.

1item eligiblefor returnin this order

Item Ordered Returning Reason for return

TRG CA PRACTICE ALTERNATIVE DISPUTE RESOLUTION CH6-8 2021

CONTENT
Select a reason

Createreturnlabel Return policy

PrintOrders/020500000/RetumOrder

Startingareturnonorder020500000
Foreach titleyouwant toreturn,tellushowmanyyou'resendingandwhy.

1itemeligibleforreturnin thisorder

Itemÿ Ordered Returning Reason forreturn

TRG CAPRACTICEALTERNATIVE DISPUTERESOLUTIONCH6-82021
CONTENT

Select areason

Subscription was cancelled

Damaged in transit

Dupuicate shipment

Not ordered

Createreturn label Return policy Do not need it anymore

inaccuracies,hard to use, etc)
Not-satisflied with the product (has
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Next, click Print return label. 

 

  

PrintOrders/020500000/ReturnOrder

Print the return label

Printthereturnlabel,thenfollowthestepstoensurea

successfulreturn.

Printreturnlabel Searchforaneworder
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The return label will download as a PDF document that you can print. It will look similar to the below. 

Follow the directions for attaching the return label and mailing the item back to Thomson Reuters. 

 

  

From: Box
TESTING ACCOUNT PAYABLE
5230 FRONT BLVD
SUNNYVALE, AZ 92618

Delivery number: 044
West- AThomson Reuters business
Returns
100 Helpful Rd
Eagan MN 55123-1310

Return label THOMSON REUTERS
Account number: 100
TESTING ACCOUNT PAYABLE
5230 FRONT BLVD

SUNNYVALE, AZ 92618 Printed on 07/26/2022 at 2:38:57 pm

Order number: 020500000

Delivery numberDescription RetumingReason

0441 TRG CA PRACTICE
ALTERNATIVE DISPUTE.

Damaged in transit
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Return Policy 
To view the Thomson Reuters' return policy, navigate to the relevant Order details page. Next, click 

Return policy on the right side. 

 

  

Print Orders / 0205

Order020500000details

Shipping and payment information

Placed on Ship to PO Number
06/19/2022 TESTING|ACCOUNT 87

PAYABLE
Total amount (USD) Start a return Return policy

Order status 5230 FRONT BLVD

Shipped SUNNYVALE, AZ $599.09
92618 Start a reship

1item in your order

Item Quantity Delivery Posting
on number

ÿ

TRG CA PRACTICE ALTERNATIVE DISPUTE RESOLUTION CH6-8 2021
0441 07/04/2022 614

Viewing 1- 1 Rows per page10
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Next, view the return policy terms and conditions. 

 

Returns:Termsandconditions

N(pau(ino tupgpueo
By oroceeding to generate the packing slig for ytur retum to ut, yeu're agreeisg to the teims and

Timing
For 4 sccesfu netum, we must receiae the irwerte products no later than the 45th day after their ship

reshipment. The ship date fer esch ordered pioduct can be feund enits order detall page asd is also
dabes, Any retums reoeored on the 4oth dey onwards unfortunateiwlibe ineipible fpr both cnedit nd

iedicsted on the pacing Slip iscixded iitesch shipmert

Exclusions
Curhently we offer credit for retums on 8 sebset of ovr grodocts and onty ahen purchased snde gesens
tees.

These productt are ineigible, at mentioned on thwir oider fom.
*Onine products
+Hosted products

+PreViw ellook products
Software products

Products that wereincioded wihin ur most farorable progrem are aisoineligible fr individual
cancelation and netundalenetums. Suchprogram include but at not limited to

Liprory.ManagementAmangement

AssePit Picng
West Complete

WestPack
Soecial Offer agreements

Costs
Wie (Thomson Reubers) do not ceeer any of Pe expenses relabed to yoor retuem, and al aoplicabir
disceurtts ere forfeitrd ihen neturning pirt of a promotionsl sale

Packing
apu  uDee engi pnpeud Dr wed i
comy of the delvery slip or rder itipice aiong mith arie eplanstion gf the reesen tor teretum.Use 
shipping method with hracking, 4nd add imiurance in. the amount of the purchased value.

Status
You cart verily our receipt of your nttum end any credt applied in the Retums History sectiun of My
AcxourL
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Reshipping Items (Start a Reship Request) 
To request the reshipment of one or more items from an order, navigate to the relevant Order details 

page. Next, click Start a reship. 

 

Next, use the plus and minus buttons to select the number of items you want reshipped. 

 

Print Orders / 0205

Order020500000details

Shipping and payment information

Placed on Ship to PO Number
06/19/2022 TESTING | ACCOUNT 87

PAYABLE
Total amount (USD) Start a return Return policy

Order status 5230FRONTBLVD

Shipped SUNNYVALE, AZ $599.09
92618 Start a reship

1item in your order

Itemÿ Quantity Delivery ÿ
number on number

ÿ

CONTENT
0441 07/04/2022 614

Viewing 1 1 Rows per page10

Print Orders / 020500000/Start a reshlp request

Start a reship request for order 020500000
For each item you want to reship, tell us what went wrong.

1itemeligibleforreshipment

Item Ordered Reshipping Reason for reship

TRG CA PRACTICE ALTERNATIVE DISPUTE RESOLUTION CH6-8 2021
CONTENT

0 Select a reason

Continue Cancel
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Next, click the carrot next to Select a reason and select the reason for requesting the reshipment from 

the dropdown menu. Then, click Continue.  

  

  

Print Orders /020500000/ Start a reshlprequest

Start a reship request for order 020500000
For each item you want to reship, tell us what went wrong.

1item eligible for reshipment

Item Ordered Reshipping Reason for reship

TRG CA PRACTICE ALTERNATIVE DISPUTE RESOLUTION CH6-8 2021

CONTENT
Select areason

Lost shlpment

Damage

Defectlve

Wrong product sent

Continue
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Then, review the reship request details. If any changes are required, follow the steps outlined below for 

removing an item, editing the shipping address, or changing the shipping method. If all details are 

correct, click Submit.  

 

After clicking Submit, you will see a confirmation box similar to the below.  

 

Print Orders / 020500000 / Starta reship reguest / Revewreship request

Reviewreshiprequestfororder020500000

Originalorder:020500000

Ship To Ship Via
TESTING ACCOUNT U.5. ground service (free)
PAYABLE Edit shipping method
5230 FRONT BLVD
SUNNYVALE, AZ 92618

Edlit address

Item(s) to be reshipped
Itemÿ Reshipping Reason for reshipRemove an item

TRG CA PRACTICE ALTERNATIVE DISPUTE RESOLUTION CH6-8 2021 CONTENT Damage X Remove

Submit Back

Print Orders /020500000/ Reshlp requested

Reship requested for order 020500000

Your reship request was sent to our support team. We'll send you an email once
the reship order has been processed. This usually takes 1 to 2 days.

Confirmation:000356714326

Gobacktoallorders
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Remove an Item 
To remove an item from a reship request, navigate to the Review reship request details page. Then, click 

X Remove to the right of the item you want to remove. 

 

  

Print Orders / 020500000 / Starta reship reguest / Revewreship request

Reviewreshiprequestfororder020500000

Originalorder:020500000

Ship To Ship Via
TESTING ACCOUNT U.5. ground service (tree)
PAYABLE Edit shipping method
5230 FRONT BLVD
SUNNYVALE, AZ 92618

Edlit address

Item(s) to be reshipped
Item ReshippingReason for reshipRemove an item

TRG CA PRACTICE ALTERNATIVE DISPUTE RESOLUTION CH6-8 2021 CONTENT afeweg X Remove

Submit Back
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Edit Shipping Address 
To make changes to the shipping address, navigate to the Review reship request details page and click 

Edit address.  

 

  

Print Orders / 020500000 / Starta reship reguest / Revewreship request

Reviewreshiprequestfor order020500000

Originalorder:020500000

Ship To Ship Via
TESTING ACCOUNT U.5. ground service (tree)
PAYABLE Edit shipping method
5230 FRONT BLVD
SUNNYVALE, AZ 92618

Edit address

Item(s) to be reshipped
Item ReshippingReason for reshipRemove an item

TRG CA PRACTICE ALTERNATIVE DISPUTE RESOLUTION CH6-8 2021 CONTENT abeweg X Remove

Submit Back
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Next, make any necessary changes to the shipping name and address. Then, click Save and continue. 

 

  

Print Orders / 020500000 / Start areship request / Review reship.request / Edit shlpping addressforreshlp

Editshipping addressforreship
Originalorder:020500000

Ship to
TESTING ACCOUNT PAYABLE
5230 FRONT BLVD SUNNYVALE, AZ, 92618

Enternewaddress
Name line 1 Name line 2 (optional)

TESTING ACCOUNT PAYABLE

Address line 1 Address line 2 (optional)

5230 FRONT BLVD

Country State/province

United States Arizona

Zip/Postal City
92618 SUNNYVALE

Save and continue Cancel
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Change Shipping Method 
To change the shipping method, navigate to the review reship request details page and click Edit 

shipping method. 

 

  

Print Orders / 020500000/ Start a reship reguest / Revewreship request

Reviewreshiprequestfororder020500000

Originalorder:020500000

Ship To Ship Via
TESTING ACCOUNT US_oround senice (free)
PAYABLE Edit shipping method
5230 FRONT BLVD
SUNNYVALE, AZ 92618

Edlit address

Item(s) to be reshipped
Itemÿ ReshippingReason for reshipRemove an item

TRG CA PRACTICE ALTERNATIVE DISPUTE RESOLUTION CH6-8 2021 CONTENT Damage X Remove

Submit Back
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Next, click the carrot next to the Shipping method and select the desired shipping method from the 

dropdown menu.  

 

Then, click Save and continue. 

  

Print Orders/ 020500000/Start areshiprequest / Reviewreship.request / Edit shipping method forreshlp

Edit shipping method for reship
Originalorder:020500000

Selectashippingmethod
Orders are shipped via U.S. ground service by default. To expedite the order, select a
different shipping method. Any additional charges will be billed to the account you provide.

Shipping method Shipping carrier account number

U.S. ground service (free) Enter account number

U.S. ground servlce (free)

FedEx next day

FedEx second day

FedExintermatlonal

Print Orders/020500000 2/Start a reship.request/Reviewreship.request/Edlt shlpplng method forreshlp

Edit shipping method for reship
Originalorder:020500000

Select a shipping method
Orders are shipped via U.S. ground service by default. To expedite the order, select a
different shipping method. Any additional charges will be billed to the account you provide.

Shipping method Shippingcarrier accountnumber

U.S. ground service (free) Enter account number

Saveandcontinue Cancel
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REPORTS 
We anticipate that the reports shown in this section will be available in 2024. 

Navigate to the Reports tab to obtain various types of reports. 

THOMSONREUTERS

BWing User access Orders Reports Support
Account numb4f

Reports
Get exports of system data to support auditing and other offline activities.

Shipment history User list Library maintenance
Export a spreadsheet of the shlpmentsExport a spreadsheet of the users and

from one or more accounts over aafflated products to which they have
agreement

speclled date range. access. Easily maintalin large print Ulbraries and
streamlline costs.

Accountreconciliation
Createreports, compare Imolces,
generate statements and more.
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Shipping History Report 
Navigate to the Reports tab and click Shipment history. 

 

  

Blling User access Orders Reports Support
Account numb4f

Reports
Get exports of system data to support auditing and other offline activities.

Shipment history User list Library maintenance
Export a spreadsheet of the shlpments Export a spreadsheet of the users and

from one or more accounts over a afflated products to which they have
agreement

speclled date range. access. Easily maintalin large print Ulbraries and
streamline costs.

Accountreconciliation
Create reports, compare Imolces,
generate statements and more.
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A list of previously created shipping reports will appear in a chart. If no prior shipping history report 

exists, you will see a message similar to the one below. 

 

  

Shipment history reports
Thesereportshelpyou lookatlargevolumesofordershipments
andcanbeusefulforauditingorbulkpurchases.

Createareport

Therearenoshipmenthistoryreportsforthis accountyet.

This report type helps you look at large volumes of order shipments and can be useful
for auditing or bulk purchases.

To get started, select Create a report.
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Create a Shipping History Report 
From the Shipment history reports page, click Create a report. 

 

  

Shipment history reports
Thesereportshelpyoulookatlargevolumesofordershipments
andcanbeusefulforauditingorbulkpurchases.

Createareport

There arenoshipment historyreportsforthis accountyet.

This report type helps you look at large volumes of order shipments and can be useful
for auditing or bulk purchases.

To get started, select Create a report.
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Next, provide a name for the shipping report, if desired, and choose the dates for the report.  If you 

want to run the same report on a monthly basis, click the button next to Repeat monthly so it appears 

green with a check mark. Then, click Continue to select accounts. before clicking Continue. 

 

 

  

Create a shipmenthistoryreport
First,selectthedaterangethatthereportshouldcover.

Report name (Optional)
Glvethereport auniquename.

Includeshipmentdatesfrom:

Previouscalendarmonth

Repeatmonthly
Repeatmonthly

Previous90days

Custom date range

Continuetoselectaccounts
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Next, select the accounts on which you want to run a report. Then, click Review report. 

 

To make any edits to the report name, selected accounts, date range or recurring status, click Edit next 

to the relevant change. Then, enter the desired changes. When the report details are correct, click Save 

and run report. 

 

  

Create a shipment history report
Next, select the accounts to pull shipments from.

Available accountslist Reviewreport

1of1selected Search Account, name, address

Account Name Address

100
**TEST FOR
CENTRAL **TESTING ONLY**

610 OPPERMAN DR, EAGAN, VT SA

Viewing 1 - 1 Rows per page10

Review your shipment history report
Now,reviewthereportdetails.lfeverythinglooksgood,saveandrunthereport.

Report nameEdit DaterangeEdit
Testl Lastcalendarmonth

(FromMay02,2022toJun01,2022)

SelectedaccountsEdit RecurringEdit

100 No
**TESTFOR
**TESTINGONLY**

Saveandrunreport Cancel

 
 

  

   

   

 
 

 
 

  

 

 

    

  
 

    

  
 

 

 



  SELF-SERVICE PORTAL USER REFERENCE GUIDE 
 

167 
 

Then, you will see a notification box indicating that the report is processing. 

 

If you navigate back to the Shipment history report page, you will see the status of the created report. 

Once the report is done processing, you can click on the report to view it. 

 

  

We're runnning your report

Thiscantakeupto4hours,butyoudon'tneed tokeepthispage
open.We'llemailyouatcurrenttesting@mailinator.com

whenthedataisavailablefordownload.

Backtoshipmenthistoryreports

Billing User access Orders Reports Support
Account number:

Shipment history reports
Thesereportshelpyoulookatlargevolumesofordershipments
andcanbeusefulforauditingorbulkpurchases.

Create areport

Available and pending reports

Report name Created on Duration Status

Test1 Monthly Pending

Viewing 1 1 Rows per pageOL
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User List Report 
See section View users: Get a Report of Users. 

Library Maintenance Agreements 
Navigate to the Reports tab. Next, click Library maintenance agreement.  

 

  

Biling User accessOrders Subscriptions Rep Support
Account number:

tegorts

Reports
Getexportsof system data tosupport auditing and other offline activities.

Shipmenthistory Userlist Librarymaintenance
Export a spreadsheet of the shipments Export a spreadsheet of the users and

trom one or more accounts over a aliated productsto which they have
agreement

specified dste range. actess.
Easily maintain targe print libraries and

streamline costs.

Accountreconciliation
Create reports, compare invoices,
generate statements and more.
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Then, click Download the report. 

 

  

Reports/Library Malntenance Agreement

LibraryMaintenance
Agreement(LMA)
ALibraryMaintenanceAgreementhelpsyoumaintainlargeprint
librariesandstreamlinecosts.Downloadyourreporttoview

detailedinformationaboutyourcurrentLMAs.

Downloadthereport
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Account Reconciliation Report 
To view or create an account reconciliation report, navigate to the Reports tab and click Account 

reconciliation. 

 

  

Biwing Uher sccessOrders SubscriptlionsReports Support

Accountnumben

Reports

Reports
Get exports of system data to support auditing and other offline activities.

Shlpment hlstory User llst Library maintenance
Export a spreadsheet of the shlpmentsExport a spreadsheet of the users and

from one or more accounts cver a afflated products to which they have
agreement

speciffed date range. access. pue styeuqaupd a6re ujeujew Apse3
streamline costs.

Account reconciliation
Create reports, compare Iinvoices,

penerete statements and more
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A list of previously created account reconciliation reports will appear in a chart. If no prior account 

reconciliation report exists, you will see a message similar to the one below.  

 

Create an Account Reconciliation Report 
From the Account reconciliation reports page, click Create a report. 

 

Reports / Account reconcillation reports

Account reconciliation reports
Export billing detailsfromone or more accountsovera specificperiodof time.

ÿCreateareport

Available and pending reports

Therearenoaccountreconciliationreportsforthisaccount

yet.

To get started,select Create a report.

Reports / Account reconclllation reports

Account reconciliation reports
Export billing detailsfrom one or more accountsover a specificperiodof time.

ÿCreateareport

Available and pending reports

Therearenoaccountreconciliationreportsforthisaccount

yet.

Toget started,selectCreate a report
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Next, provide a name for the reconciliation report, if desired, and choose the dates for the report.  If you 

want to run the same report on a monthly basis, click the button next to Repeat monthly so it appears 

green with a check mark. Then, click Continue to select accounts. 

 

  

Reports / Account reconcitiationreporls / Create a reconcllationreport

Create a reconciliationreport
First,fill out thereport details.

Report name (Optional)
Give the report a unlque name.

Include shipment dates from:

Last calendar month

Repeat monthly Last calendar month

Last 90 days
Repeat monthly

Custom date range

Continue to select accounts Cancel
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Next, select the accounts on which you want to run a report. Then, click Review report. 

 

To make any edits to the report name, selected accounts, date range or recurring status, click Edit next 

to the relevant change. Then, enter the desired changes. When the report details are correct, click Save 

and run report. 

 

  

Reports / Account reconciliation reports / Create a reconciliation report / Select accounts

Selectaccounts
Next, select the accounts you want to export account reconciliation for.

Available accountslist Reviewreport Cancel

1of1selected Search Account, name, address Q

Account Name Address

100
**TEST FOR
CENTRAL **TESTING ONLY** 610 OPPERMAN DR, EAGAN VT JSA

Viewing 1- 1 Rows per page10

Reports/Accountreconcitiationreports /Create areconcitiation report / Select accounts / Revlewreport detalls

Review report details
Now, review the report details. If everything looks good, save and run the report.

Report nameEdit DurationEdit RecurringEdit

Last calendar month No
Jun01,2022toJun30,2022

Selected accountsEdit

100
**TEST FOR
**TESTING ONLY**

Save andrunreport Cancel
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Then, you will see a notification box indicating that the report is processing. 

 

If you navigate back to the account reconciliation reports page, you will see the status of the created 

report. Once the report is done processing, you can click on the report to view it. 

 

  

Reports/Accountreconciliationreports/Confirmation

We'rerunning your report

Thiscantakeupto4hours,butyoudon'tneedtokeepthispage
open.We'llemailyouatapple.leetesting4658@mailinator.com
whenthedataisavailablefordownload.

Backtoreports

Reports/ Account reconclllatlon reports

Account reconciliation reports
Export billing details from one or more accounts over a specificperiod of time.

Create a report

Availableandpendingreports
Report name Created on Duration Status

Test Jul 29, 2022
Lastcalendar month Pending Actions
May 31, 2022 to Jun 29, 2022

Viewing 1 - 1 Rows per pageOL
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MANAGE YOUR PROFILE 

View Profile, Manage Sign In or Sign Out 
Click the icon on the top right-hand side next to your name. Then, select either Profile, Manage Sign In 

or Sign out. 

 

Profile 
Click Profile from the icon on the top right-hand side next to your name.  

 

After clicking Profile, your personal details will appear. To edit your "Last name" or "Phone number," 

click Edit on the right side of the Personal details box. Next, make any changes. Then click Save. 

 

THOMSON REUTERS
Alexls

Blilling User access Orders Subscriptlons Reports Support Profile

Manage Slgn In C

Sign out

Alexls
THOMSON REUTERS

Billing User access Orders Subscriptlons Reports Support Profile

Manage Slgn In C7

1no ubis

Alexis Alexis
Status:Registered Status: Registered

Personaldetails
Personaldetails Edlit

First name

Name
Alexis

Alexis
First name can't be edited

Last name

Email

alexis.test@abc.com
Email

Phone alexis.test@abc.com
N/A Emall can't be edited

Phone (optlonal)

Save Cancel
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After clicking Save, you will see a green box confirming your profile was updated similar to the one 

below. 

 

 

  

Alexis
Status:Registered

Personal details Edit

Name
Alexis

Email

alexis.test@abc.com

Phone
N/A

Profile updated
THOMSON REUTERS
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Manage Sign In 
To manage your Thomson Reuters OnePass, including products, profile, and security options, click 

Manage Sign In from the icon on the top right-hand side next to your name. 

 

Next, follow the prompts to verify your identity. 

  

  

THOMSON REUTERS
Alexls

Billing User access Orders Subscriptlons Reports Support Profile

Manage Slgn In

Sign out

THOMSON REUTERS

OnePass

Verify
Select an authentication method.

 Email al***@abc.com with a code
? Answer your security question

Continue

 Choose a different method Verify
Enter the code that you received via email at al*** @abc.com.

Security code

Verify Resend code Unable to receive code?
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OnePass PROFILE 

Navigate to PROFILE to view and edit your Personal information, Username or Password (see 

illustrations below). 

  

 

OnePass
THOMSON REUTERSPRODUCTSPROFILESECURITY Hi, AlexisSign out

Profile

PROFILE SETTINGS Personalinformation

Personal information View Privacy Information IP3

Username First name
Password Alexis

Last name

Email
test@abc.com

Verify

Additional emails

THOMSON REUTERS

OnePass PRODUCTSPROFILE SECURITY Hi,Alexis Sign out

Profile

PROFILE SETTINGS Username Edit

Personal information

Username
Username
A

Password
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THOMSON REUTERS

OnePass PRODUCTS PROFILE SECURITY Hi, AlexisSign out

Profile

PROFILESETTINGS Password Edit

Personalinformation

Username
Last changed Wednesday, June 1, 2022

Password
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OnePass PRODUCTS 

Navigate to PRODUCTS and click + Register a product. 

 

Next, click on the carrot under Product and select the Product you want to register. Then, provide the 

Registration key and if desired a Custom label. Then, click Save. 

 

OnePass
THOMSON REUTERS

PRODUCTSPROFILESECURITY Hi, AlexisSignout

Products

You have no products associated with your profile.

+Registeraproduct

THOMSON REUTERS

OnePass PRODUCTSPROFILE SECURITY Hi, AlexisSlgnout

Register a product
Add a new product registration key to your OnePass profile.

Product

Select a product

Registration key

Custom label
Give this registration key a label to differentiate it from others.

Save Cancel
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OnePass SECURITY 

Navigate to SECURITY to change your security settings, including: 1) setting up Two-step authentication, 

2) Security questions, and 3) creating an Alternate password (see illustrations below). 

 

 

OnePass
THOMSON REUTERS

PRODUCTSPROFILE SECURITY Hi, AlexisSign out

Security

SECURITY SETTINGS Two-step authentication
Two-step authentication Two-step authentication keeps your profile secure by requiring a code in addition

to your normal password. This acts as an extra layer of security to ensure no one
Security questions else is able to access your profile.

Alternate password Two-step authenticationis disabled. Edit

Authentication methods ÿAdd authenticationmethod

CUSTOM LABEL EMAIL

Profile EmaillDEFAULT alexis, test@ abc.com Verily 1!P3

OnePass
THOMSON REUTERS

PRODUCTS PROFILE SECURITY Hi, AlexisSign out

Security

SECURITYSETTINGS Security questions
Two-step authentication We use security questions as another method of keeping your profile protected.

Security questions

Alternate password
SECURITY QUESTION

What is your mother's maiden name? Edit
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Sign-out 
To sign-out of the self-service portal, click Sign out from the icon on the top right-hand side next to your 

name.  

  

  

SNS
OnePass PRODUCTSPROFILE SECURITY Hi,Alexis Sign out

Security

SECURITYSETTINGS Alternatepassword

Two-stepauthentication If you need to sign in to a Thomson Reuters product on an unsecured network,you
can generate anextra password.it will be valid for 24 hours.

Security questions

Alternatepassword Generate

Alexls
THOMSON REUTERS

Bitling User access Orders Subscriptlons Reports Support Profile

Manage Slgn In C

Sign out
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INFORMATION AND UPDATES 
Click on the  on the top right side. 

 

  

5

X

Informationandupdates

What's new
New features and updates

5

Looking for something?
Avallable and upcoming features

puic

Mal Where is my invoice PDF?
Blling timing expectatlons

Mal

Pay
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What's new 
Click What's new to learn about recent updates or newly released features, including how to utilize 

them or tours.  

 

  

5

Informationandupdates

What's new
New reatures and updates

5

Looking for something?
Avallable and upcoming features

Where is my invoice PDF?
Bllling timing expectations

 

 

 
 

 

 
 

 



  SELF-SERVICE PORTAL USER REFERENCE GUIDE 
 

185 
 

Looking for something? 
To view a list of available and upcoming features, click Looking for something? 

  

  

5

X

Informationandupdates

What's new
 New features and updates

5

Looking for something?
Avaltar

Where is my invoice PDF?
Bllling timing expectatlons
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Next click either Available features or Upcoming features. 

 

  

5

Lookingforsomething?

Availablefeatures

Upcoming features
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SUPPORT 

Submit a Ticket 
To submit a ticket, navigate to the Support tab and click Submit a ticket. 

 

  

Billing User access Orders Subscriptions Reports Support
Account number:

Support

Quick links

Westlaw Edge Training 

Westlaw Classic Training 

Submitticketstogethelpfaster Practical Law Tralning 

ÿUse tickets for issues related to your account or your orders. For help using Knowledge Center 

products, go to Product Support .

•View and track all your tickets here, including tickets we create when you call or
email us.

•An agent will respond in 1 to 2 business days. You can opt in to updates via email
when you submit a ticket.

Submit a ticket
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Next, under Topic, select either Account support or User and admin access. Then, click Next. 

 

  

BMing User access Orders Subscriptiors Reports Support

Account number:

Submit a ticket Cancel and return to support

Whatcanwe help you with?

Topic

Account support User and admin access

Next

Which area can we help you with?

What'sthe main reasonforsubmitting this ticket?

Tell us a little more.
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Follow the prompts to complete the ticket request. For an example of a ticket submission flow see the 

illustrations below. 

THOMSONREUTERS

Submit a ticket Cancel and return to support

What can we help you with?
Userand odmin occess

Which area can we help you with?

Category

Manage account users Manage account admins

Manage product users Account passwords

Product passwords

Next

What's the main reason for submitting this ticket?

Tell us a little more.

Submit a ticket Cancel and return to support

What canwe help you with?
User and admin occess

Which area can we help you with?
Monoge occount users

What's the main reasonfor submitting this ticket?

Reason

I need to add a user to my account. I need to delete a user from my account.

I need to transfer a user to another account.

Next Back

Tell us a little more.
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THOMSONREUTERS

Submit a ticket Canoe asd retumto spport

What can we help you with?
Userendissiit eccess

Which area can we help you with?
Merege oorant stns

What's the maln reason for submitting this ticket?
Inee bsWeser to my eoE

Tell us a little more.

More detalls
Ptets

Ticbet sutject

ft stjectine thet wlI nelp youlmfily this tioket

ÿi

7MS Ererper spleee
Cho

Submit Back
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To receive notification when an agent responds to your ticket, click the box next to Receive email 

notification when an agent comments on your ticket before clicking Submit. 

THOMSONREUTERS

Submit a ticket

What can we help you with?
Uoerersdoslrsis ecce

Msegreteles
Which area can we help you with?

What's the main reason for submitting this ticket?
I nersl tosssle uoer tomy ecrount.

Tell us a tittle more.

More detalls
Phone

Ticketsstjet
TutjettUne thatmillhelp

Receive email notifications when an agent comments on your ticket. (Optional)

ÿ1

Cho

Submit Back
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Live Chat 
To receive immediate support, chat with a live agent. From any page, click on the Chat with an Expert 

button on the bottom right. 

Next, complete the required fields in the popup Chat window. Then, click Start Chatting. 

THOMSONREUTERS

Blling User access Orders Subscriptions Reports Support
Account number:

Billing
Total due (USD) Autopay Quick links

$44,449.62 Manage payment methods

Pay total due Manage e-billing contacts

Set up autopay and never mlss a due date.Payment history
Includes apast due amount of
$34,429.32

Pay past due Setupautopay

Paid invoices
" Chat with an Expert

Onen

Chat _x
*First Name *Last Name

*Email

*Subject

StartChatting
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TROUBLESHOOTING & FAQs 

Credit Card Error 
If an error message appears when you try to add or make a payment using a credit card, click Bank 

account, then click Credit card again. This should resolve the issue.  You can use the same procedure if 

you try to input credit card information and the information fails to appear. 

Error Displaying Support Data 
If the Support page fails to properly display ticket data, you may see one or more red boxes similar to 

the image below. Refresh the page. The data should properly display. 

THOMSONREUTERS

llling User access Orders Subscriptions Reports Support

Account number:

Back to alltickets

Ticket details Attachments(0)

We're having trouble loading your ticket details. Try refreshing your browser.We'rehaving trouble loading
your attachments. Try
refreshing yourbrowser.

Conversationhistory

We're having trouble loading your conversation history. Try refreshing your
browser.
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Failure to Download Invoice 
If a popup window box similar to the one below appears stating that there is no PDF available for an 

invoice, close the box. Next, refresh or logout of the platform. Then, follow the steps to download the 

invoice again.  

Failure to Download Library Maintenance Agreement 
If a popup window box similar to the one below appears stating that the Library Maintenance 

Agreement could not be downloaded, close the box. You will need to try to download the report again. 

THOMSONREUTERS

Invoice0845728929

Selected amount (USD)

$154.28 NoPDFavailable

We couldn't download the PDF for this invoice.

Close

Library Maintenance

A Libra in large printCouldn'tdownloadreport
librarie ttoview

Try againshortly.
detaile

Close
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Failure to Save E-billing Contact Change 
If an e-billing contact change does not save properly, you will see a red box display similar to the one 

below. You will need to repeat the process and make the changes again.  

 

  

Back to manage e-billing contacts

We couldn't save your changes. Please try again shortly

Add contacts

Enter contactinformation

2+Contact l:
Flrst name Last name Email

+Add another contact

Add contacts Cancel
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Missing Invoice 
To understand timing for receiving an invoice, follow either step below. 

1) Navigate to the Billing tab and click Where is my invoice PDF. 

 

  

55000E J050 Orders Subscriptions Reports support

Total due (USD) Autopay Quick links

$34,735.91 Manage payment metho&s

Pay total due Managee-bllng contacts 

Set up autopay and nevermlss a due date.Pagrtent history

Includes a past due amount of
$34,735.91

Pay past due Aedone dn wS

Open Paid invoices

Invoices and credits Where is my invoice POF?
Invoice Tlle Inwoice date Due by Status Amount (USD)

0845728929Subsorioten Jan 01, 2022 Jan TJ, 2022Paymest ptnding $154.28 Actlons

1202525123Credit 0ct 12, 2020 undo 12'69S- Actions

1202435671 Credit Oct14, 2020 Open 12'68$-  Actions
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Then, view the Did you know popup window. 

 

  

X

Didyouknow?
Online invoices (West information charges) are generated at the beginning of each month.
Individual charges are visible on our self-service portal by the fourth day of each month and
invoice PDFs are available for download by the seventh to eighth day of each month. Invoices
are mailed shortly thereafter to customers who choose to receive paper copies.

Day(s)ofthe Onlineinvoice billing timeframe expectationsmonth 24

4th Individual charges are visible, but invoice PDF is not yet available
4th_5th e-billing emails are sent with invoice PDF attached to the email

7th_8th Invoice PDF Is available for download from the self-service portal

ind For more details, review this article in our Support Center.

Close
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2) Click the on the top right side and select Where is my invoice PDF?. 

 

  

5

Informationandupdates

What's new 5
New features and updates

Looking for something?
Avallable and upcoming features

puic

Mal Where is my invoice PDF?
mum6um118

Mal

Pay
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Next, click Billing timeframe expectations. 

 

Then, view the Did you know popup window (displayed in above). 

OnePass Log-in Issue 
When creating a OnePass account, please ensure you use the email address provided to set-up your 

account.  If you have multiple email addresses (or a shortened version of an email address), you need to 

use the exact address used to set-up the account.  If you already have a OnePass account, you may need 

to create a new OnePass account to use the self-service portal.  

5

WhereismyinvoicePDF?

Billing timeframe expectations

uic

Mal

Mal

Pay
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Suspended Account / Reactivate Account 
A user who logs into an account suspended for nonpayment will see a box similar to the image below. 

Call the phone number listed or send an email to the provided email address to reactivate the account. 

  

  

Youraccountissuspendedfornon-payment
To reactivate your account, contact our support team to work out a payment plan for the outstanding balance.

Call1-800-522-0552 Emailwest.arcollection.inquiries@thomson.com
AvailableMonday toFridayfrom7AM to5PMCT. We'll getback toyou within 2 business days.
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Unable to Chat with Live Agent 
At certain times, including non-business hours, live agent support is unavailable. This is indicated at the 

bottom right of the screen as either Chat offline (as in the first image below) or Agent Offline (as in the 

second image below).  

 

 

 

Biling User access Orders Subscriptions Reports Support
Account numberi

Billing
Total due (USD) Autopay Quick links

$44,449.62 Manage payment methods

Pay total due Manage e-biting contacts

Set up autopay and never miss a due date. Payment hlstory
Includes a past due amount of
$34,429.32

Pay past due Set up autopay

Onen Paidinvoices
Chat offine

Billing User access Orders Subscriptlons Reports Support
Account number:

Billing
Total due (USD) Autopay Quick links

$44,449.62 Manage payment methods

Pay total due Manage e-bllting contacts

Set up autopay and never miss a due date.Payment history
Includes a past due amount of
$34,429.32

Pay past due Set up autopay

Onen Paid invoices
Agent Ofline
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