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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.

@ Enolish (US) v

: THOMSON REUTERS @ Profile

© Sign in to your account

Enter your email and we'll take you to your account sign-in page.

Email

Don't have an account or need help? Contact us

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).

.t THOMSON REUTERS

Account

Sign in using OnePass
Username Forgot username
Password Forgot password?

Shiw

Save username

Save usermname and password
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i} THOMSON REUTERS’

Sign in to CSP - Account

Experience
Edit
Password
[
Reset your password
Create an account

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.

@ English (US)

{.: THOMSON REUTERS @ Profile

g@ We couldn't take you to account sign-in

Looks like there's a technical issue preventing us from taking you to
your account sign-in page.

Here is what you can do:
+ Sign in to Tax if you have a tax product.
- Signin to Legal if you have a legal product.

- Contact us to register for an account, or if you need help.
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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.

‘ Terms and conditions »

By registering for an Account, Subscriber agrees/agreed 1o recelve one or more OnePass
passwords, Subscriber Is solely responsible for maintaining the security of all OnePass
passwords and for any access to Information obtained on an Account through Subscriber’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 contained on an
Account; including, but not timited to, billing and account information, Westlaw
passwords, etc. Subscriber and/or authorized representative(s) with Subscriber's express
F authority are responsible for contacting West for additional OnePass passwords or
notitying West when passwords should be revoked, West reserves the right to terminate
OnePass passwords. ONEPASS AND AN ACCOUNT ARE PROVIDED "AS I1S," WITHOUT
WARRANTY OF ANY KIND, EXPRESS OR IMPLIED, INCLUDING, BUT NOT LIMITED TO,
WARRANTIES OF PERFORMANCE, MERCHANTABILITY, FITNESS FOR A PARTICULAR

PURPOSE, ACCURACY, OMISSIONS, COMPLETENESS, CURRENTNESS AND DELAYS.
Terms and condltions for an Account do not change or modify Subscriber's Order Form(s),
Subscriber Agreement(s), Schedule(s) or other addendum.
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Occasionally, you may need to agree to an updated Terms and conditions on login.

Updated terms and conditions

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
information and data contained at the Account; including, but not limited to, billing and
account information. Subscriber acknowledge responsibility for maintaining the security of
any passwords used to access the Account, and for adhering to all recommended security
settings, and Subscriber shall be fully liable for any access to the Account as a result of
Subscriber's failure to implement any recommended security settings. Subscriber also
acknowledges responsibility for all access to information obtained, modified or deleted
through the Account by Subscriber’s personnel or representatives, whether or not
Subscriber has knowtedge of or has authorized such actions. ACCOUNT AND ANY
SERVICES RECEIVED THROUCH THE ACCOUNT ARE PROVIDED "AS 1S," WITHOUT
WARRANTY OF ANY KIND, EXPRESS OR IMPLIED, INCLUDING, BUT NOT LIMITED TO,
WARRANTIES OF PERFORMANCE, MERCHANTABILITY, FITNESS FOR A PARTICULAR
PURPOSE, ACCURACY, OMISSIONS, COMPLETENESS, CURRENTNESS AND DELAYS.
Thomson Reuters reserves the right to terminate Subscriber’s access to the Account at any
time and without notice. These Account 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.




: THOMSON REUTERS®

SELF-SERVICE PORTAL USER REFERENCE GUIDE

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.

Ridirg Liser acoess Orgers S bercri o e Repats SUGRaT
P rca Tl Baavibes
Billing
Toaad due (LS AuTogay Qiuick links
$44,449.62 = 0 & P—— :
m 3 Hanags #:billing conisacin 3
56T U ALNEREy And never mivn a U dans Parpment Rkaary !

a Ieecludhes & padt dus amount of

53442032

ot s =D

"“'-..,.‘ Open Paid inwoices
Imvoices and credins IE:I Witazg ks vy bawpice FOFT Export opan invoke Ust o fila o,
WsiCE Fitle Irrasioe date st Staie Aiiniivl (S0

[ 1eddassose W0 O Dadance Apr 23, ozl i 23, DO2E (TP am dee So.0l 4 dctiony
O  edsInison Sutscriprion My O, 2032 Jun (3, 2022 (Do e SHHLT 3 Actions
[0 caasrusso SubsCripHon My O, O2E W 1, 202 (TP am dw iy % dctions
(- EEES e WSt misrmation Charges My 03, 2023 Waw 30, 2022 (P du SH.BELOO + Actions
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Open

Paid invoices

Invoices and credits

w /

(' Export open invoice list tofile ¥, )

Invoice Invoice date Due by Status Amount (USD)
1202525123 Cmml Oct 12, 2020 Open 589.7) 3 Actions
1202435671 Crecit Oct W, 2020 - Open 58971 3 Actions
0844359604 Cregit Sep12, 2021 - Open -$10.00 3 Actions
1300221263 Crecit Sep 13, 2021 - Open 53475 3 Actions
1300221264 Crecht Sep13, 2021 Open 45,78 3 Actions
6144480669 Crecht Oct 27, 2021 Open 52692 3 Actions
6144480868 Credt Oct 27,2021 Open -625.88 3 Actions
0845124537 Credit Jan 24, 2022 - Open -§195.67 3 Actions
0B45459756 Credit Jan 24, 2022 - Open -$1533.94 3 Actions

[0 0844359694 Patial Balance Jun 29, 2021 Oct 20, 2021 Opast due o 3 Actions

Balance remaining
Viewing 1 - 10 (©provions [] 2 3 Ne (5) Rows perpage % v

10
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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.

Il

SELF-SERVICE PORTAL USER REFERENCE GUIDE

=

Sat up subopay s neser miss 8 due date,

Marage e-billing contacts

Pargrnird highory

Eillirig Lifisr @i Civebiis Aepars B T
icoauni nembsn
Billing
Yfour account s up to date Autopay Quick links
No payment due V— >

Open Paid invoices
Invaices Ii__ Esport paid invoice list to file -, jl
| P o Tle Iy e aita Slaius Amount [USD)
CR45 970655 il Mar 03, 027 P S5 BE1,00 E Actions
E1463 92 Sadigriplion Mar 0, 2057 D 100,70 E Actions
EN4MISRETS Salrdriplion Mar 01, 2022 P 533,67 E Actions

11
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View Invoice Details
Navigate to the Billing tab and click on the Invoice number that you want to view.

!

Biling Wiser aores ey Subsoriplions Regams S gt
ALDaEnT NeImieT
Billing
Tatal due (USD) Aulopay Ouick links
534' 533‘* Eu klanage paymenl mathoss ¥
klanage e tellimg -rml.lqlqm ¥
Pary total due
Set up acfcpay and memser mss adue date Peyment histary ’
'3' Inchades & past due amourt of
54,402, 00
ry—
| Open Paid invoices
; - i
Inwoices and credits ﬁ:l Winere ks v irneaioe PDF? | Export cpen rckce lst to file 4, ::I
Invalkcs Title Irracice datn Dus by Shatus Aumcunt (LS
OEASOAINES Subrsoripsan Sep O, 2021 Tap 04, 2021 Fapmnd pending £)57.33  Actisns
\bgqgm Sybsoripean Mos 00, 2020 Mo 18, 2027 Fayman pending S150.m % Actions
OELSE4EA5R Whirit Infarmation Changes Jan 03, 2032 ban 08, 2032 Prrpssaaral pamiddiniag 2%, AR1OD E Actions

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

Open Paid invoices

Invoices and credits (i) where is my invoice POF? (' Export open invoice listto file &,

Invaice Title Inveice date Due by Status
P
[ o845543364 Subscription Dec 07, 2021 Dec N, 2021 @Pasl due { View details E Actions
Dowmload involce |
[0 oB44380694 Partlal Balance Dec 07, 2021 May 04, 2021 (D)Past due - ¢ Actions
Balance remalning
[0 osasasoTse Partial Balance Jan 24, 2022 Dec 08, 2021 EDPast due $3,67.88 E Actions

12
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Then, view invoice.

#— Bk b billing

Invoice 0845543

&, Downioad imemice (POF]

Forgting clatg; Dae O, 2021 | Fogling rsmbarn; G145

Selacted amount (LS0) Details
$1 54.23 Total amournt: S154.28 Aroan name
Diue by: Decl2, 2020 oo number: E'.':""FPFFH':'" Lii,
Irranics issued: Dac O1, 2021 ;;lj:;l VT, UsA,
Bupart a problam
g A PRACTICAL GUIDE TO PREVENTING LEGAL MALPRACTICE ONE Totals
HARDBOUND VOL AND SUPP SUE £100.70 e
Furiting clats: Dag O, 302N | Fosling rumbern G145
s #LIBRARY MAINTENANCE AGREEMENT SUB Totali$3475 v
Fersting clate: Dee 01, 2021 | Fosting rumbern G145
s #LIBRARY MAINTENANCE AGREEMENT SUB otsnos @
Feriling care: D 07, 2021 | Fosling rgmbar: G145
5 # LIBRARY MAINTENANCE AGREEMENT SUB Total: 4578

13




£ THOMSON REUTERS"

SELF-SERVICE PORTAL USER REFERENCE GUIDE

QuickView (View Westlaw Usage Details)
To view specific usage details on Westlaw invoices, navigate to the Invoice and click Show itemized

charges in QuickView+.

“— Back ta billing

Selected amount (LISD)

$9,861.00

Invoice 084564

Detalls
Total amount: $9, BE1.00 ACCount narme:
Due by: Jan 08, 2022 Account numbser

Inwolce issued: Jan 03, 2022

Report a problem

b, Download invaice (POF)

610 OPPERMAN DR,
EACAN, VT, USA,
32103

Po
Show itemized eharges in QuickViews [

/ Subscription charges:
r Out of plan charges:

Tax:

Total:

£9,861.00
$0.00
$0.00
£9,861.00

# WEST INFORMATION CHARGES (Usage Period: DEC 01,2021 - DEC 31,2021)

Pay charge

Amount

£0,861.00

14
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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.com | Westlawcom | Clear.ThomsonRewters.com

THOMSON REUY

QuickView+ o

SIGN ur HEDBACK MY ACCOUNT

OusckVisws is 3 secure sile

OnePass What is OnePass?

Please refer 1o the Products drop-down menu on the Create Report screen for usage

avalabiity cates. If you do not reflect 3 Products drop-down menu, plaase redes {o the

Date Rangs for usage svaiabiily dates
QuickView+ is provided as a service to
Westiaw subscribers for purposes only of
estimating their Westlaw charges. Actual
QuickView+ data (l.e., machine readable
copies and printouts) may not be provided to
any third party. The rates used for
QuickView+ calcul are b d on rates
designated by subscribers or on the
applicable Westiaw rates, which may or may
not reflect discounts and other charges
(such as taxes). QuickViews does not
represent the subscriber's actual Westlaow
charges.

15
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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).

Biling e ATTES Sebscriptions Regarts SUppon
BTk N e
Billing
Tatal due (LS Aulapay Ouick links
534'- EEEIEU Manage paymenl melhoss
Kanage & lling {ﬂﬂl.-l.'ll-\.@
Py total due
. Fayment hishory
wel up Aulcpay And mEeer mss g due date
@ Inclzdes & past due amourt of
434, 402,00
o
o)
—
Cipen Paid invoices
R = e
Inwoices and credits IG:I' iR b iy ireetioe POF? ( Export cpen Imvoice list to fle
Invoics Tile Irrecice dals Luw by Sbatus Berrazurt LS
QEEOEI02Y Subrecripsian Sep O, 2021 Sep O, 2021 Farpesacet pending 16723 = Acilens
ITrEE Subecripsion Hoey 1, TR0 maw 11, 2020 Perprimnd pending G541 E Actions
OELSE4EO5R Wit Inberssation Dhargis Jan 04, 2022 han 08, 2022 Pirp=tuari pimiding =5 BRLOD E Actions

16
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;Iﬁq TIser s [275 T CUDECHpO GG TEpor s TURpOIT

FeT R T LTSS

Billing

Total due (LSD) Butogay CQuick links

$34,583.60 ==
m = Manage o-billing contacts (D) 3

el s gyl thiods >

Sl o ansbopsry and fever miss a du dali Pasmant istery !
@Im:h.ld::l past due amount of
534 482,50
——
s
k,
Open Paid imvaices
Invoices and credits IEI ViR Is my mesica PDFT ( Expert apen irvalce list ta file o, )
Irsicm Tigke Imenice date Due by Ttatus Ao (UERD)
QBA5043024 Subacription Sep 00, 2021 Sep 04, 2021 Fayment pending 56733 E At
View details .
IELE R n] Snbmoription e £, 2021 Mo 11, 2021 Payment perding — —-* * Arthors
I.._" wriload invoice 'I..,‘.
il
QB45E4ES5E ‘Whst Infoemanion Chaeges lan 03, 2022 lam DS, 2022 Faymint pending %8,86L.00 E Ao

17



THOMSON REUTERS”

SELF-SERVICE PORTAL USER REFERENCE GUIDE

Qung Lner accems Ordeny Zaburistions Reparty Suppont
e e
Total due (USD) Autopay Quick links
$34,583.60 SS——— ’
I —
SOTUD SHTOORY MI NEeer TRiSS B TR G — ’
o) Includes a past due amount of
$34,48290
o)
Open Paid invoices
Invoices and credits () Whese s my inwaice 5067 Export open lnvokce list to file 4,
renae Tive Ieavice aate Oue by Sates ——
( Pawy invoxe )
[ coessarme  Swourigtion Dec 0L, 2021 Dec T, 2000 Qpazon l View detal 3 Actiem \
(Czunions invice 3
0 cswssson Parval Balarce Dec O, 202 May 04, 202 Orason $ Actions
Baanve rempining
0 cosessse Parual Balance Jon 24, 2022 Dec 08, 202 QOranon $3.6708 $ Actioms
0O cesizesy Parsal Balarce o 24, 2022 Ocx 04, 2021 Qrazon $M13¢ $ Actiens
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SELF-SERVICE PORTAL USER REFERENCE GUIDE

Next, click Download invoice [PDF] on right side.

+ Back to billing \.
.
Invoice 084471

Selected amount (USD) Details
51 49.99 Total amount: $145.99 Account name:
Due by: Oct 20, 2021 Account numbser: 610 OPPERMAN DR,

: EAGAN, VT, USa,
Pay amount Inveice issued: Jul 01, 2021 19103

Report a problem

This invoice has no further details. If you need more info, contact us.

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.

}

B&rq User access Ceders Subscriptions Reports Suppon

Acxoure rumbee

Billing

Total due (USD) Autopay Quick links

$44,603.90 i RO R ="
Manage e-billing contacts ?

Manage payment methods >

Payment history >
Set up sutopay ond never miss 3 due date,
- Includes a past due amount of
~ $34,5%83.60
————.
o) o=
I ST PERL e,
Open Paid invoices l
N )
Invoices ® Whire is frry inveice POF? {\ Expart paid invoice list to file &, (,'
Inwaice Title lewokce date Status Amount (USD)
0846230021 Subscription Ape D4, 2022 Paid " ¢ Actions
580,00
0846132500 Whest infurmation Charges Ape 03, 2022 Paid 95 3 Actions

Partial payment
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Export Open Invoice List to File

SELF-SERVICE PORTAL USER REFERENCE GUIDE

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.

Balanoe remaining

Billing Liser pecess Qiders Subscriplioems Rieparts Saspeal
ALCSUAL AL

Total due (USD) Autopay Quick links
$44' Eugigu I'\-'Alla:_|r'||a'|l|'||P|‘.'. eSS E

Pary total due Manage e-billing contacts 3

Paenant history 3
Sol up aubopay ard NEwer Miss a dud date.

@ Includes a past due amount of

534 583,60

-
Pay past due J Set up autopay
Open Paid invoices
I
Invoices and credits G:J \Wiara i my isssica POF? Export open invedos list ta file ,ﬁ, j
[[ilete Thie Invaica date Due by Status Agoiand (US0)
] OB4ss43364 Subscripiion Dec O, 2021 Diec T, 2021 IEII-'e-:-'.c-\.e £154.28 E Actions
13.06 =

] oo disEg Partal Balance Dhec OF, 20021 ey D, 2021 (DIPast cus g ® Actions

"N\
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SELF-SERVICE PORTAL USER REFERENCE GUIDE

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.

L

Billing Liser acoess Orders Subscripions Feports Support
HEOSUNE marmser
Billing
Total due {(LSD) Autopay Cauick links
$44'603-90 Plarage pagment methods »

Pay todal due Marage &-bling contacts ]

Pasgment histony »
Sl up aubopsy and rever mess & due dale *

; Includes a past due amount of
= §34,581.60

—
Crmmmon)
.

| Open | Paid invoices

Invoices and credits EJ Wha , PrEparning opan involcs st for downlosd. { Fils saparted
Fika will download when ready, -

Irvoice Thie Amound (LIS
Open involces list successtully downlonded. .
DA45E43364 Subscription $154.28 = Agticrm
Please check downloads folder. -
T ;g A Dasiled Bl SL06 - [
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SELF-SERVICE PORTAL USER REFERENCE GUIDE

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.

File Home Insert Draw Page Layout Formulas Data Feview  View Help Acrobat
r 1A Cut Calibn 1 LA A == E. - 21 Wrap Text General 1-
P:'ﬂt I]:[CGP}' ) B I U | F) A = :: = 3= Z 0 .m
« %% Format Painter oo T o= = = = = 2= & Merge & Center ~ $ - % 9 00 =i
Clipboard & Font el Alignment & Humber 1
Al = fx Inwaice
A B | c | o | E [ F |6 [ H
1 Iln-mice Ilille Inwoice date  Duwe by Status Amount Amount description
2 845043024 Subscription 1-Sep-11 4-52p-21 Payment pending 5167.33
3 845215287 Subscription 1-Oct-21 11-Oct-21 Payment pending 5154.28
4 845377694 Subscription 1-Mov-21  11-Nov-21 Payment panding 5154.28
5 845646956 West Information Charges 3-Jan-22 8-Jan-22 Paymenit pending 59,861.00
[ 845852783 Subscription 1-Feb-22  11-Feb-22 Payment pending 553,58
T 845892782 Subscription 1-Feb-22  6-Mar-22 Payment pending 5100.70
] 845811045 West Information Charges 3-Feb-22  3-Mar-22 Payment pending £9,861.00
g 845053923 Subscription 1-Mar-22  11-Mar-22 Payment pending £53.57
10 844716448 Subscription 1-Jul-21  20-Oct-21 Past due 5149.99 Balance remaining
1 244584349 West Information Charges 3-Jul-21  27-Oct-21 Past due 5456.00
12_ 845543364 Subscription 1-Dec-21  11-Dec-21 Past due 5154.28
13 844389654 Partial Balance T-Dec-21 4-May-21 Past due 513,06 Balance remaining
14 845459756 Partial Balance 24-Jan-22  8-Dec-21 Pastdue 53,167.88
15 | 845124537 Partial Balance 24-lan-22 B-Oct-21 Past due 579134
16 846053922 Subscription 1-Mar-22 3-Apr-22 Past due 100,70
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SELF-SERVICE PORTAL USER REFERENCE GUIDE

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.

&

E.I.IIHQ Ui adisss Ordkiis Ripers CUppO

facozuni nember

Billing

Your account s up to date Altopay

No payment due

—_— 2=t up autopay & never miss 8 due date,

— _EE—_
L Setuw owoom

<
I\

Quick links
Marage payment methods »
Marage e-billing contacts ]
Fargmer history »

Open Paid invoices
4
Invaices I(\ Export paid invoice list to file ., ._;I
Isssice Titlia Imisedes Haln Status
OR45THEES IFRAGICE Mai 03, 2022 Pt S9.861.00 E Actions
[AE TR byt Sadwsription Mar @, 207 P 1080, 70 i Actions
E14MISTETE Sadeription Mar 0, 2022 P 53367 E Actions
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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.

B*Inq Uer sopess Chrgiery Reports Support

SCooam number:

Billing
Luick links

Tour account i up odate Sutopay

No payment due

Manage payment melhods

Manage - blling coantacts

Paymenit histary

St up autopay and e miss a dusdate,
—{] vV =

Open Paid invoices
) A ' ™
Invoices \  Fleexported . J
S Preparing paid invoice List for downilond. ——
Inwaica Tiile ““ Flle will download when ready. - Amourt (IS0
. > ¢ ﬁ : M "
BR454T2625 mnice Pald involces list successtully 8 —— v 59, B61.0 = Actians
Flease check downloads folder, :
B14E315310 Subscriptian L1002 : Mctions
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: THOMSON REUTERS®

Make Payments

SELF-SERVICE PORTAL USER REFERENCE GUIDE

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.

|

L
Billing Liser access

Orders

Subscriptions Reports

Suppart

Account number;

Billing

Total due (USD)
$34,735.91

Pay total due

Includes a past due amount of

® 534,735.91

Pay past due

Autopay

Set up autopay and never miss a due date.

Set up autopay

Quick links

Manage payment methods

Manage e-billing contacts (1)

Payment history
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THOMSON REUTERS”

SELF-SERVICE PORTAL USER REFERENCE GUIDE

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

Hilling LMt i Cirih S by iSBa fri Fpsrts SuppEn
A reisies
Total due (LISD] Autoay Ouick links
34,583.60 ey 2T
' 4 - oo "\_::l = Klanage papmenl mresihedy £l
Do L 4|
m r=_tl‘ Kanags s=Hiling ::nltc“E:l 5
St LD B CODW AN NEver miss @ due daie Faymant hisoary !
@ Includes a past due amount of
534,482.90
| Open l Paid invoices
Invoices and credits Wibare b vy Imecice POE? Export open invoice list bo file 4
| e | F,
Irazice Title Inwaice daks Ciu By Shatus -
L] Pay irrecice
.
O DBR4GRAIIGL Submoripsion D B, D081 Die TH, 2027 E:I’«'.l'!l =11 ] Wiewy celails E LT
Drowen e imvoice |
0044 E56Ea Fartial Ralance Dws OF, 2038 Wy O, PO Fanl dus - i Actons
o @ Balance remaining -
[ opasessiss Pamial Balance Jan 24, 2022 Do DB, 2021 I.'E:l’-:lsl e SAMTBE E Aclinns
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3) Click on the Invoice number from the Open tab.

SELF-SERVICE PORTAL USER REFERENCE GUIDE

4

L aicisss Cedlirs Sl pGis P pecnd T Sl
BT TRATRE
Billing
Total due (LISD) Auutopay Cruick links
sgdrsaa -Gu Mansges payrrent methods ¥
m Manaye e biling comacts (5) )
Payrranl histony ¥
Sl up Eatonay and rewes misd 3 ches date
E:l Includias i pasl dud amount of
$34,402.90
T
I Open | Paid inveices
- . . 4 h
Invoices and credits 'I:D VWhere b5y invoice FOF? L Export open Imvalce lst to file 4 )l
Irepgice Tisle Ienkce date Bue by Status Amount (USD)
] 534554-;354 Sadmeription D 41, 2021 D 11, 2021 (TIPass due §154.28 I Actions
O 0B44328E34 Partial Balance Dac 07, 2071 Wy 04, 20321 (DIPass due s 3 Actions
Bslance reTsining =
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i THOMSON REUTERS'

SELF-SERVICE PORTAL USER REFERENCE GUIDE

Next, click Pay amount.

#— Back bo billing

Invoice 0845543

o, Downioad immice (POF]

Selected amaunt (S0 Details
$1 54_23 Total amcunt: §154.20 Apcount name
Do by: Dec 12, 2021 Moo number: 510 ':"'H_:F'M':'" L,
Irenice Issued: Dec 1, 2021 3_;-,'-.;';4 WIS,
Beport a proklem
/] g
A PRACTICAL GUIDE TO PREVENTING LEGAL MALPRACTICE ONE atals
HARDEOUND VOL AND SUPP SUB £100.70 e
Persting clars: Des 01, P21 | Posting rumbsr G145
o #LIBRARY MAINTENANCE AGREEMENT SUB rotali$3875 v
Feriling clats; Dast 0, 2021 | Fodling rurmbsn G145
s #LIBRARY MAINTENANCE AGREEMENT SUB Totali§13.05 v
Persting clane: Dae 01, 2021 | Posting rumben 6145
o #LIBRARY MAINTENANCE AGREEMENT SUB Tota: 8578 v

Posting clatg: Dee 01, 2021 | Fogting rumbar: 6145
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THOMSON REUTERS®

SELF-SERVICE PORTAL USER REFERENCE GUIDE

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 isveice PDF? [ Export open Invoice list to file 3,
Inveice Title Inwoice date Doe by States Amount (USD)
—— @ 0845543364 Subscriotion DecOl 2021 Dec 71, 2021 (DPast due $154.28 : Actions
= $1206 .
0844389694 Parial Balance Dec 07, 2021 May 04, 2021 (DPast que ¢ Actlons
— Ealance remaining
0845459756 Fartial Balance lan24, 2 Dec 08, 2021 @!".\'.' due $3w7s8 E Actions
: 0845124537 Parial Balantw lan 24, 2022 Ot 08, 2021 Or'.u' duw 579134 E Actions
0846053922 Subscription Mar 01, 2022 Ape 03, 2022 @PJ-' due 590070 E Actions
[J 0845972625 West Information Charges Mar O3, 2022 Mar 31, 2022 Orast due $9,861.00 : Actions
6145032761 Parial Balance Mar 12, 2022 Dec DS, 2021 (D Past qus ¢ Actions
_ - Balance remaining
$300.70 .
0846230921 Subscription Apr 01, 2022 May 04, 2022 @P.a-,:, due ; * Actions
Balanta remaining A
™ v G & rrio - w 01, 20 A \ 2022 DPas » :
7] 0846230922 Subserionion Apr 01, 2022 pe T, 2027 (DPast au 3 Actions
= $9.231.00 .
0846132500 Partial Balance Apr 20, 2022 May 01, 2022 OF‘«-' due * Actions
B Ealance remaining .
Viewing 11 - 20 () Pravious 1 2 3 Nemt(>) Rowspérpage 10 v

1selected: $154.28 USD total - e
1 Invoice: $154.28 m X Dismiss
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SELF-SERVICE PORTAL USER REFERENCE GUIDE

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 credits

Inveice

tle

O Whare i my ireoice POF?

woice date

Due Iy

Status

Amount |[USD)

l:_' Export open invoice list to file

—

3 selected: $958.68 USD total

B 0245543364 Surcription Dec 01 2021 Dec 11, 2021 (Drasi ¢ 415425 3 Actions
S13.06 .
0844389694 Partial Batance Dec 07, 201 May 04, 201 @r‘.\-;: Chun e Actlons
Balance remaining
0845459756 Partial Halance Jan 24, 2022 Yec 08, 202 @P:-‘.- - 53,08 E Actions
@ 0845124537 Partial Balance fan 24, 2022 Oct 08, 2021 (DPas: cue $T91.34 $ Actions
T 0846053922 Srseription Mar O, 2022 Apr D3, 2022 (Dras $100.70 : Actions
| DSARTIS West information Charges Mar 03, 2022 Mar 3, 2022 @F‘-- - 59.86100 E Actions
6145032761 Partial Batarce Mar 12 Dec 06 (DPast ciym L84 3 Acttoris
= Ealance remaining .
$100.70 °
0846230921 Surcription Apr D1, 2022 May 04, 2022 (DPas: coe 3 Actions
Balance rermaining
T 0846230922 Sastr fiplion Apr D1, 2022 Apr T1, 2022 (DPast §53.57 : Actions
= £9.281.00 -
0846132500 Partial Balarce Apr 20, 2022 May 01 2022 @L“q\‘n i~ + Actions
(- Balance remaining
Viewing 11 - 20 lfn(ﬂrl Previous 1 2 3 Next ) Rows per page O v

3 invoices: $958.68
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SELF-SERVICE PORTAL USER REFERENCE GUIDE

After taking one of the options above, select payment method from the dropdown menu.

Make a payment S

o Payment method ~

hoose a payment method

Choose a payment method
Bank account ending in 0097
Bank account ending in 5216
Bank account ending in 5789
Bank account ending im 2345
Bank account ending in 3344
Bank account ending in 3376
Add new payment method

\..‘__________/

Payment summary

View details

Total invoice amount 534,735.91
Credits applied (0) $0.00

Remaining balance 53473591

(2 Confirmation v

Then, click Next.

M a ke a payme n t Cancel and go back to billing

o Payment method ~
Choose a payment method "
Payment summary
View details
neel Total invoice armount $34,735.91
Credits applied (O} 50.00

Remaining balance $34,735.91

(2) Confirmation ~
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Next, click Pay.

SELF-SERVICE PORTAL USER REFERENCE GUIDE

° Payment method

Bank account ending in 5216

o Confirmation

Account number

Make a payment

Total involce amount UsSD $34,735.91
Credits applied USD $0.00
Remaining balance  USD $34,735.91

Cancel and go back to billing

- PCD
\

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.

Thanks for your payment

| Your payment of USD $0.69 will be processed within 1to 2
business days.

Your confirmation number is 000357550775,

How would you rate your payment experience
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SELF-SERVICE PORTAL USER REFERENCE GUIDE

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.

2

Payment method

Make a payment

Choose a payment method w

Confirmation

/

Cancel and go back to billing

#
Payment summary
View detalls
Total invoice armount 43473591
Credits applied (0) 50,00
Remaining balance 3534,735.91

e

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

Close X

Payment summary details
Description Amount (LU5D)

Invoice 0844389654 53790

Invoice 0844716448 149,99

Irnvoice 0844584349 S456.00

Invoice DB44876542 5135.45

Invoice DB45043024 514,23

1-1000f 16 items

@ 2 MNext>
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SELF-SERVICE PORTAL USER REFERENCE GUIDE

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.

Make a payment

o Payment method

Bark accourt ending in 5216

o Confirmation

UsD 534,735.91
USD $0.00
USD $34,735.91

Total invoice amount
Credits applied
Remaining balance

Account number

O =

Cancel and go back to billing

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

Make a payment

o Payment method

Bank accourt ending in 5216

o Confirmation

Total invoice amount UsD $34,735.9

Credits applied USD 50.00
Remaining balance  USD 534,735.91
Account number  essssessas) 5216

34

Cancel and go back to billing




% THOMSON REUTERS"

SELF-SERVICE PORTAL USER REFERENCE GUIDE

After either action above, click Yes, cancel payment.

Cancel payment?

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

Yes, cancel payment
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SELF-SERVICE PORTAL USER REFERENCE GUIDE

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).

¥

Rilirg Uiser sooess rgers ke pyine Repaits SUGEHT
P T R
Billing
Todad due (WS Ciuick links
$44,449.62 = FE— >
m Hanages =: billing conisciu 3
T8 U AUy and never mivs pode date Parpmant Ry !

@ I s & padt died amount ol

$34.4z932

o =

Cippen Paid invoices
Imvoices and credits {I] Witasg 15 vy bawpdoe POFT Expont opan involkoa Ust o fila s,

i Tille Iradioe daie L Iy Sk Adioaii (IS0

[0 jesbsssoss WO O i DalancE Apr ¥, Mz Ape 23, 2022 {DhFam dee S.01 : Actions
O 46393500 Supscripdon by 09, 2022 Fum O3, 2022 {Deam dee ST E Acticny
[ Caansgssn T A o] By 02, MRl oy 11, 202 {ThPam des SRy Y 3 hrtions
[ eelaa3sarad WSt mismation Changes by 03, 2022 a3, 2022 'Epa:-'.-:l.-r 3. BEL0G 3 Actions
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SELF-SERVICE PORTAL USER REFERENCE GUIDE

I*«. LA SO0 e P SA Hipams EATEE ]
i igmpn | Sk
Billing
Toaal duse (LS0) Bubapay Cusck lirks
=14

$44'449152 EEFE Hanags saymem meihedy ]
— B ’

il BHAE H

SR LD SRR BN S RS & O e ~ N
o Includes a past dia afmount of
534,439,332
Y ;
| Oipemn Paid invoices
Imvolces and credits G} Where b5 ey rasios POF? -" Export opan invokco lst 1o file 2 _.'l
irremioe Thie e g Eag Loy Shaius Seoan] fSE
[ =TT T WG i Dalancs hpe 23, D022 apr I3, 2023 (LiFasidue S, :-'_-hllnrll
O cessieIsan Subsoripon My 1, 022 Jen 03, 27022 (Firas dus £ T & Actions
Pay inveice

[ caas3asshi SusLation Ly OF, 30F2 ary 1, B2 (EiFast due E Aictions
O ocass30red Wt Irirmrarnkan ORampes w0, 2022 kawy 2, F02E I;L"IPa:mue E HArlicny
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SELF-SERVICE PORTAL USER REFERENCE GUIDE

Next, check the boxes next to the items in the invoice you want to pay.

i Back to billing

Invoice 08463

Selected amount (LSD) Detalls

553.57 Total amount: §53.57 ACEOUNT Narme:
Inwoice issued: May 02, 2022

Report a problem

Diue by: May T, 2022 Arcount nurvber:

&, Download invoice (POF)

610 OPPERMAN DR,
EAGAN, VT, USA,
32103

# LIBRARY MAINTENANCE AGREEMENT SUB

/ Prting date- May 02, 2022 | Posting number: 814818

Total: $33.67 L

# LIBRARY MAINTENANCE AGREEMENT SUB

Posting date: May 02, 2022 | Posting number; 514818

Total: §13.61 w

# LIBRARY MAINTENANCE AGREEMENT SUB

Frosting date: May 02, 2022 | Foiling nurmber: 514818

Total: $6.29 w
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SELF-SERVICE PORTAL USER REFERENCE GUIDE

Expand an item to see more details by clicking on the carrot to the right of that item.

4 Back ba Eillng

Invoice 08463

b Oram s nvolce {PEF|

Selected amount (LSD] Details
553.5? Tatal smoant SEEET BTOsAIr NETE
Cus By: Mag T, 2022 Hoesunt number 610 GPPERMAN [E,

EACAM, VT, UISA,
m resice issuett by 02, 2083
52105

Repari a prablem

m #LIBRARY MAINTENANCE AGREEMENT SUB Ttatinne @

"allng dils Hay O, 202 Feilng fomss SR

e

o #LIBRARY MAINTENANCE AGREEMENT SUB s sner ()
Sgmrng care Way O, 2028 | Sostng remoe GM4E18
Bem Riled Salected o pay Per Hem Tatal with Eax
B abeieiLavw PR E FRGC SUB 1 -1l | ¥ en2 wrr
—
B Al Co0E AMRS COURT BULES DUB 1 =] | 1 l| + 5459 sa.az
B coOAUME DAMNG DEFENSE SU8 1 = | @ f1m e
| S—
—
B ciopsaror PROBCOOE AMKD SUR 1 =1l | [+ 5083 S0
5 #LIBRARY MAINTENANCE AGREEMENT SUB Ttk 4629 v
Sgzrng care May O, 2028 | Sostng remoe GM4E18
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SELF-SERVICE PORTAL USER REFERENCE GUIDE

Next, uncheck the box next to any item you do not want to pay at this time. Then, click Pay amount.

i~ Bmck o blling
Invoice 08463 [
Salected armount {LISDY Details

539‘ B1 Tonal areuns $53,57 T P T
S0 OFPER AN O

Coze by ey T, S003 Acrouni ragmber
[ Heiapiad: M 0z EACIN, ¥, 1584
REpart & pImsd e

g #LIBRARY MAINTENANCE AGREEMENT SUB Tolak43267 v
Porilisg cate May 02, B3 | Poibsg ru=hsr P40
s #LIBRARY MAINTENANCE AGREEMENT SUB e @
Foaring gane: My 03, BOEY | Footng rumber S140ER
Itmm Rilked SeEied 10 pay Feribem Toasl wikh fag
/ L1 Ao Law PR& PROC SUS 1 - i G642
a AR CODE kM0 COURT RULES SUE 1 - | 1 ) 4 .50 452
\ﬂ CA DRUME DRIVIKG DEFENSE SR 1 = [ ] * LR T §1.x2
\ O capeskTor PROBCODE ARNO SUB 1 - # Ho.s
', #LIBRARY MAINTENANCE AGREEMENT SUB el $0.00 (@
Foting cans: My 03, 033 | Posting nu=ber S140NE

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

Navigate to the Billing tab. Next, click Manage autopay from the center box.

v
Billing LIser acgess Orders Subscriptions Reparts

ACCOUNT AUMbEr

Billing

Enralled in autopay Autopay

No payment due E

f—1 four inwoices will be paid automatically on or
ﬂ after the invoice date.
Jooo
El=]=]=]
Payrment method
Visa ending in 9121
| Manage autopay

Quick limks
Manage payment methods >
Manage e-billing contacts ¥
Payment history %

Next, choose a payment method and then click Next.

Manage autopay

Change your payment method, or turn off autopay.

0 Payment method

Choose a payment method /
Visa ending in 3121 w
—- @Ednwl
2 Confirmation
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Set up Autopay
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Navigate to the Billing tab and click Set up autopay from center box.

|

L
Billing Liser access Orders

Subscriptions Reports Support

Account number: -—

Billing

Total due (USD)
$34,735.91

Pay total due

Includes a past due amount of
$34,735.91

S

CQuick links
Manage payment methods »
Manage e-billing contacts (D) »
Payment history »

Set up autopay and never miss a due date.

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

add a new payment method.

o Payment method

Choose a payment methad

Choose a payment method
Bank account endimg in 00591
Bank account ending in 5216
Bank account ending in 5789
Bank account ending In 2345
Bank account ending in 3344
Bank account endimg in 3376

Set up autopay

Choose a payment method

Add new payment method

Cancel and go back to billing
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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.

Set up autopay

o Payment method

Choose a payment method

/

HAild new papmend method "

— =N

e ——
A BES THlEnE.

w(123456760)M (00123456 76800]r

o -

:.; Cunl'lrlm:lun\

Reuting number Arzaur rumber
Erier muting numer Enbar account nember
Fipaire) Faavies ALCO resTIRE

Camcal and go back 1o Bleg

Set up autopay

[ 1] Payment method

Chose & poyresend ek hod

Baid rarm o grars bl -

= )
Al fartety gl

Fiarren o qwed

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

L

Confirmation a

Whaen you enabile autcpary, your current balance dus will be paid immedintely. Futisre paymants wall be
automaticatly charged to your set payment method on or after the invoice date.

Bant account andisg i 5216

Pvesd Lurvwrny

Zesvoany (trodt cord pprrant or gliectronx Fardhs trecaley) payrrests will wthade ary ared 98 Charpes due West Pusésheng Corporation MWESTY) Issame
COGE5, 05wy e B Cated O pouw Coract et h Thownan Revters, WEST e act 85 8 D94 sad coliacton spest for Thowvsse Resters Soterprice Conbe
ot FTRECT] Sutetn pewmvtrrts include 51 charpes thal sy be Dot due 3 [he Bsg pou Sgn us bae the sermie.

Whan you erroll m Autopey, o reeks ary chasges 12 pour Agtacey sccourt, such wodetes ey not teke eblex! rrrredhatey, end pour old paymvent reetscd
ARy SRl 10 your nest Bliag evenl AL e thanges Wi e dhaged fe e teen born pour aew parsies! methad garg easd

Autscetration for Matopey

1 avatay revpanct ansd sathoriie WEST 50 chavge sey credht cand o to iniiate slectani funds anaters TEFTE) fonm v bk Sccount 55 say ol Charges tiled
9 oy SOCoerh on o Mgt iy e dale, Aelaniviland ag asyieng [h ex i agreemeriisl wih IWEST o TREC 1o the conirary Seth charges sy incisde
A0e-1ve Charpes. MOy CRMges, MYl Charget, aad cubnorption Chumges incwied and parsesnt 10 The 1 and Condisant of eucting agwertent!
with WEST o TREL This satrorization witl reman in efiect vt ] sevchad by me s mritng and rece ot of such natce Sy WEST Mather WESY nor TREC
e vy resporndnity for arvy imderest, late Seea o penal i exsoceled wih crest card sewmerts | 9900 Y rvderrly and hoid WEST aad TREC
Narrniesh Wonn avvy ity & 55 000urving due 16 the dahanas of sy Sebt presesiod & & resul! ol ary (Nage Made o sefired 10 Be made unde Ihg
aathorizetaon for &rtaney. I 0o overl sl eihey WEST o TREC be Lisbix far exerpiny. soecel or coraogeentivl danses arsmg under I authissaten

Cuntorrer Acknondepement

| nOn et etge Sl pgree I | arn wsaradie Fr Orowkag STwnce nin e 30 Tirilnmes Servoe. iy QR Ag 00 My BO0MMNT 18 abe Sy ARAGES o (01
card o banik accaent inkamaton, Ncleding bas 5ot Lreded 33 terce, ACCOWNE Numiber sapiaten date, ot In the sveet WIEST acting on itz owe or m Billing
agert for TREC, = areble to charpe my coadt card or bark sccoumt per the e of thc Auchonzescn Form, WESYT or TREC may tarmnete or suzpend
cotng sgreermestisl i medaicly hough schedset! saprrents remen der orvd prysic usder arry exaiag sgreomnezl Ths sathorustion wil be
w¥ectree only upon sporovel by sther WEST or TREC, ez sppicable

Teemirating Autagey

Ceevar) Custorrer Sorpce by logp=g =io me accourd! sogard g lermrnating yoor parsoseton n 2fooey o1 27 trre Slzpoag fuiure witdrovmets
Prmnghy Ramignd ¢ ot (o] Teenn rte drwy n 53 1) BPere vyl M gredhadts o0 savvaces A1 sodubin] seantily parvests tema o dae sred pavaine
DAQUANE 50 b WIRST or TREL, s spphicable. A2peoving your feguett to dconmnee Astopow

a 1 heve read and agree 1o 1he ooy Werrn snd Corsitony
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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.

Vi

Set up autopay
@ e -
o Confirmation ~

Next, click Continue.

'Fj Cancel autopay?

Are you sure you want to cancel autopay?
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Turn Off Autopay
To turn off autopay that already exists, click turn off autopay in the Manage autopay box.

Manage autopay

Change your payment method, or turn off autopay.

o Payment method -

Choose a payment method

Visa ending in 9121 W

m Cancel

2 Confirmation w

Then, click Turn off.

TN
L’} Turn off autopay?

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

eep autopay on

N

~
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Dispute an Invoice

SELF-SERVICE PORTAL USER REFERENCE GUIDE

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.

Hillng LHaf SEE ek Orders S bk iS i fri et Suppei
Ao resie
Total due (LSO AutopEy Cluick links
34,583.60 = (%) ima]
1 ] - Do i -‘lll = Hanages paymeni meihods 3
g == &)
F‘H!"lﬂi.dlﬂ' tﬁ Hanage # hllhu:cnltcnm 3
Panmient hisoany #
St L MILGOON 30 neveEr miss & due e
@ bncludes a past due amount of
£34.482.90
ﬂpE’I’I Paid inwaices
Invoices and credits (i) weess is my inesice poF? Export open invoice list ta file 4,
y Ireazice Tite Invaire dats D By Shatus —
T
\j‘u“““m Sihsoripein Tec O 2021 D T0, 2021 (Deast due T
Drovmlosd irmcice | \‘\
ONAa41a5G84 FPartal Balance D OF, 2030 May 04, 00 Fanl dus - = Actiom
O o Balance remaining -
] DRAGLCSPEE Famial Balance Jan 24, 2022 D QB 2021 IE:I’HI e SAMWBE i Aclinm
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Next, click Report a problem.

Posting date; Dac 07, 2021 | Posting namber: G615

i~ Back ta Elling
L ]
l nvnlce 0345 54 ok, Doemload immice (FOF)
Selected amaount (LUSD) Details
$1 54_23 Totsl amours: S154.28 AUt name:
Diue Evp: Dot T, 2021 AU number. 510 DFPERRMAN DR,
Pay amount Irrwisgi isued: Dae 0, 2021 [ﬁuzg VT UsA,
g A PRACTICAL GUIDE TO PREVENTING LEGAL MALPRACTICE ONE Total:
HARDBOUND VOL AND SUPP S5UB $100.70 ¥

gz #LIBRARY MAINTENANCE AGREEMENT SUB

Fosbng date; Da 00, 2021 | Pocling number; EHS

Total: 534.75 b

g # LIBRARY MAINTENANCE AGREEMENT SUB

Fostng date: Dee O, 2021 | Posting ruber: GMS

Total: $13.05 w

g #LIERARY MAINTENANCE AGREEMENT SUB

Fostng date: Deg 07, 2031 | Posting sombe 445

Total: 55.78 W
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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.

4 E=igk 10 biting

Problem on invoice 084554

ticket from the info that you provide here.
Phaii raimbar

Esaall

Eriefly describe the prablem, and attach any relevant files. We'll create a support

Bescription Adtach files o your message [Dotioeall

Type of problam

Selecl ane

alraady pakd this

haree already canoelled this

did nat want bo renew

Tree @arice I8 Inogrmect

S —— S———
a0 &N updars 1o VR
Ty of probam / . ur ey |k

Orthir

D fles 1o upkad
C?_ Y
| |
o M
he
Thnse liles
7 M i per aplnad

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

Update phone number?

The current phone number in your profile is:

+1

Don't update

Do you want to update your phone number to:
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Next, you will see a confirmation box acknowledging that your ticket was submitted.

Created ticket #10069557 for your invoice
#084554

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

View ticket details Back to invoice details

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.

Created ticket #10069557 for your invoice
#084554

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

Back to invoice details

AN

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

tab.
Billing List aCenh [a1h T SuBRCT poGns Feepars &iarl
A Eoun? rrarmlser
| Luick links

‘ O ‘Wiesmtlaw Edga Tralnkng 2 »

— r-'-'—'----,,i ‘Wiestlaw Classic Trakwing [ ]
Practical Law Trawdng CF ¥
Submit tickets to get help faster
¥ niveladge Canter ¥

s Uz tekets for issues relaied to your sooount or your onders. For help using g o

EFnducrs, (o 1o Preduet Suppert [,
» W and Track % WOUT TICKers Feene, Including TiCoers we Creane when you call or

amall .
+  Anagent will respond In 1102 business days You can oot in o updaces via email

el il RUDimil A DSl

k|
Resglved tickels
Open tickets |
Open ticket details
Suhject Slakus Ca%E numeser Drate sumilfed Ticket categary Lasd updated
T~
Prkdem an imvlce DS4554 ‘Work In progress WDEassT &22022 Edling, paymenis, refunds, and returns /212022

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

Problem on invoice 084554

Created on Jun 3, 2022 « 3:54 pm

Ticket details
@
New
Status

Work in progress

Last updated

Jun 3, 2022 + 4:56 pm

Reason for submitting ticket
| need help with an invoice.

Ticket description

Azzigned to Leslie

This is just a test - no need to contact.

Attachments (0)
Werk in progress Rezolved
Case number
10069267
Category

Billing, payments, refunds, and returns

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

| Send more details

Send a message to your customer service representative.

Ticket description (Optional)

How can we help?

g_"g'; Conversation history

Leslie, customer service representative
Jun 3, 2022 » 45+ pm

This is test case, no further action needed.

Attach files to your message (Optional)

s Y

ha
Choose files
7 MB limit per upload

by
Os
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To view resolved tickets, navigate to the Support tab and click the Resolved tickets tab.

Biling ser Acoess Drders Subscriptione Reports su*un

SOt Al Aol

@ I | Chulck links
| O Westliow Edge Traising 5 ¥

 —— r———\] Wrktlarw Clarssi Training 23 ¥

Submit tickets to get help faster Fractica Lo kg 1 :

K »
= U Sickets for Rages relaled 1o wour sooount or pour arders, For kalp using rarwiedge Lener o
peoduits, g0 b Predect Suppan .

& Wirw and madk all pour dokeis b, including Goleets s create when pou call o
amail e

= fin agent will respond in 1o 2 besiness deys. You can opt in io updetes vis emall
b you subiml 4 1kt

Submit a ticket

m Resolved tickets

You don't have any resolved tickets.
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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 Llser access

Orders

Subscriptions Reports Support

BCCount number:

Billing

Total due (USD)
$44,603.90

Pay total due

Includes a past due amount of
$34,583.60

Pay past due

Autopay Quick links

Manage payment methods

Manage e-billing contacts

N

Set up autopay and never miss a due date,

Set up autopay
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A sample Payment history appears below.

i~ Back to billing

Payments made in the last 13 months are displayed below,

Fayment history for 10043 { Export payment history to file - )
Paymeent date Inveice rmbser Payment methad Amaurt [LSD}
May 20, 2022 EGAETREA 2 Bark acosunt OCOOOCIMET S154. 210
Apr T, 2022 EGA3E0654 Visa ending in SB6] S

: v *Partial paynent
Mar 28, 2022 OE45720%29 Bark acooman OOE00C0NIT 554,28
Mar 27, 202 5443506554 Visa ending in 5432 e

’ 0 *Fartial payment
40,00

Dec O7, 2021 ALITO WRITE-DFF CREDNT
*Partial payment
Ot OF, 2021 A4 3B0654 Visa ending in 3298 S0s
*Partial payment
Dl 07, 2021 (45043024 Visa ending in 3298 05
*Partial payment
Sep 12, 2021 0B44389554 Visa ending in 5432 e
P i ’ g *Partial payment
Zap 12, 2021 OE447HEA43 Visa ending in 3432 —
pla g *Partial payment
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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.

|

Y
Billing User access Orders Subscriptions Reports Support

Account number:

Total due (USD) Autopay Quick links /

$34,583.60 [0 »

Pay total due Manage e-billing contacts &) >

. Payment histor >
Set up autepay and never miss a due date. ¥ ¥

Includes a past due amount of
£34,583,60

Pay past due Set up autopay

&
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Add a Payment Method
From the Management payment method page, click Add payment method.

+— Back tn hiving

Manage payment methods

/I',»_ @ _]*"—1 View and update your payment methods

Sele] Add paymiast method o add a Baek sooount of oredil cand 1o pour BEoound,

e

[~_’£| Bank account £, Bank account f Bank account
ALCORT L Ending In ALTDT Enad g In ALDDU andng in
[y} a3Z18 s'an

PI Gudeti B Oeditsa B Datits
|=“":'1 Bank account ;‘f 1 Bank account "5::'; Bank account
Al L STl In ALLOUn afliRg In ALDDUN R g In
2545 EIEE] EITE

B Cwdeta B Oslets B Dstats
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Add your payment method page, select either Bank account or Credit card. Then, input the required
information. Next, click Add.

Risuling numiber A caun Frarmbar
Enles rusting sumber Enber sooount number
Riwiag sl Peripnitl rmiber

S
_hm Cancel Add your payment method mm@

F Msarrar o card
(5

|| — s o~
S _
—_ — P

e
—_
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Save a Payment Method
From Make a payment page, select Save payment method. Then, click Next.

Make a payment —

@)  Paymentmethod .

Make a payment

Fedi row PRTRETT TeETsd w
n Paymssnt imathpd
Crecit card
T P P Edd s =] = ]
Foovatirug mamiber AL OELSE S Dt
e —
Az mambe AL rarser

| L Bt
= -~ i~ - - "
-:[u: 1456 ]-cu B2 ~:r,¢.7.f-~-..r.]r

WIRa e
{ 1] Sawn pawrraml roset=esd ; ol st ELJ il
Emperglome spedly 00 L ]

2 Confirmation Bomlpomls
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Navigate to the Billing tab and click Manage payment methods from the Quick links box on the right

side.

|

¥
Billing User acoess Orders

Subscriptions Reports Suppaort

ACToUNt number:

Billing

Total due (USD)
$34,583.60

Pay total due

Includes a past due amount of
434,583.60

0}

Autopay Quick links /

=1 \é
oot @ 3 Manage payment methods *
oooc d ._'_I_,l

tﬂ

Manage e-billing contacts () >

: Payment hist *
Set up autopay and never miss a due date. o sty

Set up autopay

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

< Back to billing

¥ i
o

Pl

gL

p S— j

Manage payment methods

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

Add payment method

[ﬁ Bank account

Account ending in
5885

B Delete

71 Bank account ] visa
Account ending in Name
Chris

6001

Card ending in Expiration date
6610 / 07/2028
& Delete ) Delete
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Then, enter any necessary changes and click Update.

Update your credit card Name on card

— @ Card nasmiber VISA

oM
Gl —

||| 1| s

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

Expiration month (MM) Expiration year (YYYY)

AN

Update 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.

|

v
Billing User access Orders Subscriptions Reports Support

Account number:

Total due (USD) Autopay Quick links /
$34,583.60 SNl

Cﬁ?

Pay total due Manage e-billing contacts (D)

Payment history

N

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

0]
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Next, click Delete from the bottom left box of whichever payment method you want to remove.

¢ Back to billing

Manage payment methods

Za A
g e

R )

View and update your payment methods

Select Add payment method to add a bank account or credit card to your account.

Add payment method

Account ending in

0091

Account ending in
5216

% Delete

é Bank account é Bank account é Bank account

Account ending in
5789

% Delete

|'ﬁ—| Bank account

Account ending In
2345

5 Delete

|'£—| Bank account

Account ending In
3344

5 Delete

|'£—| Bank account

Account ending In
3376

5 Delete

Then, click Delete in the popup window.

ﬁ' Delete payment method?

Any payment details you have entered will be deleted.

‘ Delete 'ancel

AN

AN
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Navigate to the Billing tab and select Manage e-billing contacts.

|

Billing Lser access

Orders

Subscriptions

BCCOURT nUMber:

Billing

Total due (USD)

$34,735.91

Includes a past due amount of
$34,735.91

Pay past due

Autopay

=0 I

| ——

Set up autopay and never miss a due date.

Set up autopay

Quick links

Manage payment methods /
Manage e-billing contacts

Payment history

Add an e-Billing Contact

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

< Back to billing

Current contacts

Manage e-billing contacts

Add or edit e-billing contacts and email notification settings.

8, Add contact

Mame .|, Email Invoice notlfications

Test, Test1 Test. Testl@mailinator.com Yes E Actions
Test, Testd Test, Test@mailinater. com Yoz E Actions
1 Test Test. Testd@mailinator. com Yes E Actlons

Test, Test4 Test, Testd@mailinator, com Yes E Actlons
Tast, Tests Test, TestS@mailinator. com Yag E Actions
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Add a first name, last name, and email address. Then, click Add contacts.

& Back to manage e-billing contacts

Add contacts

Enter contact information

&, Contact 1:

First name

Email

Last name

‘ Enter first name | { Enter last name

J | Enter email

+ Add another contact

N

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.

i Back te manage &-billing contacts

Add contacts

Enter contact information

:?- Contact 1:

First name Last mame Email
{ Enter first name l | Enter Last narme | Enter email
Bact 12 rnage o blling corlsch
+ Add another contact Add tﬂnlaﬂs
Enter contact information
Add contacts Cancel
£ Contact 1
\ a— P -
N Ees -
1T b vt s
£, Comtnct 2
Firat rurms Lasf nares Erad
Er En .
+ Ad ancoTer conlact
—
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After adding contacts, you will see a confirmation box similar to the one below.

Contacts added

000 We've added these contacts to receive e-billing notifications:

Sarah Jones

Manage e-billing contacts Back to billing
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From the Manage e-billing contacts page, click Actions for the desired user and then select Edit.

+— Back to billing

Current contacts

Manage e-billing contacts

Add or edit e-billing contacts and email notification settings.

[ £, Addcontact |

s

Name .| Email Invoice notifications
Test, Tes Test. Test1@ma com Wes E Actions
a Tast Test. Testl@mailinator com Yesg s Actions
C Edit .
pitd Test. Test3am com Yes ¢ Actio
Delete I "\
Test, Test4 Test. Test4@mailinator.com Yes + Actions
:

- .
® Actions

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

< Back to manage e-billing contacts

Edit contact info

First name

Last name

Edit e-billing communications

Email

J

| |

A\
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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.

i~ Back to billing

Manage e-billing contacts

Add or edit e-billing contacts and email notification settings.

Current contacts

Name .[. Email Invoice notifications
-, - i 4 =
Test, Test! est. Test 1 @mailinator.com Yes = Actions
ait, Testd Tast. Test 2womailinator com Yes : AeHons
-

(CEac )
Test, Testd Test. Test J@mailinator.com Yes b E Actions
([ Delete \
estd Test. Test4mmailinator.com Yes : Actions

g

Test. Tests Test. TestSamailinator. com Yes E Actions
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Then, click Delete from the popup window.

ﬁ Delete e-billing contact?

Any pending details for this contact will be deleted.

\“

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

Contact deleted

= We've deleted this contact
|11

Test3 Test

Manage e-billing contacts Back to billing
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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.

|

L
Billing User accass Orders Subscriptions Reparts Suppaort

ALCoUNT number;

User access

/

—— . . .
Users Admins ( Export list to file o, ) ( 9, Invite users )
O select ~ | Actions 5 Filter | Searchl Enter name o]

Users by account with product access

Mame Products Status Position Actions
O 123, Hello Firm Central Mot registered Technical E
[0 1234, Testaccount Firm Central, Westlaw Not registered Non-attorney E
[0 Adam,Testing HNone Mot registered Attormey E
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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 Suppart

ACCOUT Maimier:

User access

Users Admins C &, Invite users

Search | Enter nams o] |

Mama ] Permissions Status Actions
12345, Testaccount Billing, Manage Tickets, User Access, View Orders and Subscriptions Mot registered E
Adam, Testing Billing, Manage Orders and Subscriptions, User Access Reqglstered E
Lee, Apple Billing, Manage Orders and Subscriptions, User Access Registened E
Lee, Apple EBilling, Manage Orders and Subscriptions, User Access Mot registered E

i - 3 .
C, Skye Billing, Manage Orders and Subscriptions, User Access Mot registered H
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Search for Product or Admin Users

SELF-SERVICE PORTAL USER REFERENCE GUIDE

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.

Billing Usr ;D&Sl Cirders Reports

Suppart

Acoount rember

User access

Users Admins

" ; ™ .
{ Ao
L Export list to file J (-E'; Invite users )/

|:I Select I Actioms

——

S Fiiter | @rler iame

e
Users by account with product access
Mama Produis Status Position Actions
I: K9, Said Firm Central, Westlaw Mot registered Man-atiorney E
[ K9, Sai9 Mane Kol registered Kan-allormey E
[ L, Apple LR Ml iegistered Cantra b E
O Maytest, Rose Mane Mot registered Analyst :
[0 Mewusertestemail, Alics Mane Nt registered Atormay H
O P Sadie Westiaw Mt reghstered Contractor H
Billing UnrJ;'::m Drders Reparts Suppirl
AcCount rumber:

User access

Users Admins

£, Invite users

L~
e ——

Name [ Parmissions Status Actions

12345, Testaccount User Access, View Orders and Subscriptions Mat registered H

Adam, Testing Billing, Manage Orders and Subsoriptions, Liser Access Rexgistered E

Lee, Apple Billing, Manage Orders and Subscriptions, Liser Access Registened E

Lee, Apple Billing, Manage Orders and Subscriptions, Liser Access Mot registered E

€, Shye Billing, Manage Orders and Subsoriptions, Liser Access Mot registered E
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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.

SELF-SERVICE PORTAL USER REFERENCE GUIDE

+
Biling User access Reparts Suppart
destount rumber
User access
Usars Admins ":: Export list to file b, :) (-E* Invite users )
O Setect ~ | Actions - @ ‘Sﬂar:h| Ervler namse 2 |
Users by account with product access
Hama Products Status Position Acthcns
[ K4, Sait Firm Central, Westlaw Not regisbered Man-atorney E
[0 K9, Said Mang Ml regiitered Kan-allorney E
[0 Lee, Apple Wes Tl gy Wil regisiened Cantraiar E
O Maytest, Rose Mane Kt registered Analyst :
[ Mewuserfestemail, Allce Mane Mot registered Atiormey E
O ® sadic (ST Westlaw Mot registered Conkractar :
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Then, select the desired filters from the popup window and click Apply filters.

Fliters

Position ~
1 Addiminesarat
L] finakyst
[l atomey
[ Clerk
[ Corractor
[l kit
1 hurge
[] Librarian
) Manager
] Mon-attonney
[ Paealeqal
I:l“:.-:ll.'.l:lll-\..ﬁlllrillnll.-lr-:-r
] Sugssratsor

[l Teckwical

Status =~
i Al
i Fegetered

I:::- Partially régislened

i Mod peggisbered

Claar il
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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.

¥
Eilling Usar access Owrders Reports Support

BLoount numiber.

User access

—
Usars Admins ( Export list to file &, > ( £ Invite users )
) Select ~ | Actions [y Filter|2] I Eearchl Enter name Q

LIsers by account with product access

Mame Products Status Position Actions

[0 Adam, Testing MNane Mot registered Aoy E
] Turner, Peter Westlaw Mot registered Attorney E
O . skye T8 Firrn Central Mat registered Aftormey :
:I Mewusertestemall, Alice Mane Mot registered Atormey E
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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.

}

Billing LHebf @ inks CRehiTs Rigerls SupgEt

fAczauni mamber

User access

{: Export list to fila 4, 2 Irvite users |

[ Select ~ | Actions - % Filter | Search| Entername (o]

Users by account with product access

LET Preducts Samius Peritian Actian
[ 123, Hello Firmn Cmiral, iiestlom Mot reqisiered Technical E
O 12345, Tostaccount ({EETN Firm Caniral, Wistlaw Mok reghtemsd Hon-atiomiy H
[ Adam, Tasating i Ml reghlened BAtarney E
[ Adminl202, Testl202 Firmm Ceniral, Wiestlmw Mot registemsd Adminisiraior E
[ Az, Axsa Firma Cemiral Mot registeresd Analys E
O Tsrnes, Pater Bl Hirt registised Elberssy :
O € Sk (R Firm Central Mot registered Aftorney H
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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.

b

Billing Usar access COrders

Reports

Support

ALCOUN NUMBEr.

User access

—— = = -
Users Admins ( Export list to file D & Invite users |
[ select - | Actlons . Filter{2] | 5¢lF¢H| Enter name Q
Users by account with product access
MNamie Products Status Positian Actions
1 Adam, Testing MNone Mot registered Attorney H
[ Turner, Peter Westlaw Mot registered Attorney H
O ¢ skye X0 Firm Central Mot registered Astorney :
:I Meawusartestemail, Alice Mane Mot registered ARtorney E
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As the list of users downloads, you will see status boxes indicating that the file is being prepared to
download.

Billing Usgr acoess Oirglers Reparts Support

ACCOUNE NUnDEr

User access

Preparing file

You can keep working while we load your data

.'_ LC Preparing ﬁl_i‘. ': j I':: & Invite users )

Users Admins

[ Select - | Actions ?FIHEF | E-Earch[ Eniler name ':l J

Users by account with product access

Mama Products Status Position Actions
[ 123, Hello Firrn Central, Westlaw Hot registered Technicat E
[0 12345, Testaccount m Firm Cendral, Westlaw Mat registered Mon-attarney E
[ Adam, Testing Hane Mat registened Altoamesy E
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When the download completes, you will see status boxes indicating that the File was exported.

Billiry Uur*a.-n:m Orders Reparts Support
o L np

ACCoung framber:

User access

File exported

Check your download folder,

L. (
Admins (_ File exported -~ _) L. Invite usem_)

Users

O Select ~ I Actions ~ TFlltrr | 5ﬂr:h| Enter narme Q

Users by account with product access

Nama Products Status Pasition Actions
[ 123, Hella Finm Central, Westlaw Mal ragistered Technical E
[ 12345, Testaccount m Firm Central, Westlaw Mot registered Mon-attomey E
O Adam, Testing Mone Mol regrtered Atlarney H

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.

“dF T FEEM (118 ° Po]E Lapdit Firmiake Cain e
NN
£ .
E A Cu iLphEn w1l o« A A E== - I
N - I'| b
o LI Copny -
.:rqg P B I U= = &~ A= == == 5
Farreat Vaanier
Chip=aed & Pt = ahgrema Ty
Al = & Harrs
d i L] | < o
1 IH.I'I'I-F Jlrndl.rll: Shadur Fraitian
R a8 Hidli L LT I T R T L I e T
& 135S, Tedsoooom S Ceniral, Wertlses b reginiersd  Mon-sticmey
4 _.l.l:l-.‘r-l.Tl:.t ng i Pl iiagalirgd ASiiy
% AdminiM] Tesil3d S Ceniral, Wetlses  hirl reginiersd Adminidgratcr
AL L i STl Pl il AsiakEl
T Twrrer, Preier ‘Aeilma Wirt regirierad Amcimey
B LSl S Sl POyl regeal el AETHY

79



£ THOMSON REUTERS"

SELF-SERVICE PORTAL USER REFERENCE GUIDE

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.

L
Hi"il'l’d LI S00ess Qiders Eépﬁﬂﬁ €|||'li|:||'|
AT LD
Cet exports of system data to support auditing and other offline activities.
Shipment history Library maintenance
FIPDI'. n:p‘rnﬂﬂhrrh’.r th shilpmeerits Export & spresdsheet of the users and Hgl’EEI‘I‘IE"t
froom ores oF MOFe ACCOUNTS CWEr 3 affillated products to which they have
Easlly maintain ||'Ir;|'.' print Lbrares and
specified dabe range BCCETE.

streamline cosis.

123
_ _@E
—
Account reconciliation

Creabe reports, compase mvodoes,
qenerabe statements and more.
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Next, click Create a report.

L
Billing User access Oirders Reports Support

Account numbaer:

o- User list report

These reports help you look at the users and affiliated products to which they have access.

‘ @ Create a report ’
@ temporary button. Couldn't delete report

%

There are no user list reports for this account yet.

To get started, select 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.

Create user list report

Select the date range to include in the report.
Include dates from:

& Today

\ G gepeat monthiy Create user list report

Select the date range to include in the report.
Include dates from:

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

Create user list report

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

Available accounts list Cancel

B 10f1selected ~ Search  Account, name, address O

Account .. Mami Address
A **TEST FOR
100 s 610 OPPERMAN DR, EAGAN, VT SA
CENTRAL **TESTING ONLY**

Viewing1-1 Rows per page 10w

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

Review your user list report

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

Report name Edit Daterange Edit
user-list-report/Jun 15, 2022 11:10 AM Today

(Jun 15, 2022)
Selected accounts Edit Recurring Edit
100 No
**TEST FOR
**TESTING ONLY**

Save and run report ) ancel
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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.

Review your user list report

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

Report nam Date range

user-list-reportflun 15, 2022 11:10 AM Today

(Jun 15, 2022)
Selected acmunt Recurring
100« No
**TEST FOR

**TESTING ONLY**

Save and run report Cancel

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.

We're running your report

This can take up to 4 hours, but you don't need to keep this page

O
Il

open. We'll email you at current.testing@mailinator.com

when the data is available for download.

Back to reports
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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 Re'pnrts Support

ACCOUNT Aumber:

o- User list report

These reports help you look at the users and affiliated products to which they have access.

Available and pending reports

Account Diate range Status

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

Wiewing 1-1 Rows perpage . 10w
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Manage Product Users
View and Edit User Details

SELF-SERVICE PORTAL USER REFERENCE GUIDE

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

Billing Lk-art:u:r. Ceders Reparis Sunnoert
BDDOINE MaiDET
User access
fr— . ™ .
Uas admins ( Export list ta file o, ) ( £ Invite users jl
[] Select ~ | Actlons ? Fllfer | Eun;hl Eniler naims (o] |
Llsers by account with product access
Hame Prodiacts Status Pasition Actions
] 123, Hello Firmn Cerral Mot regisbened Technical :
Tl 12345, Testaccouns (EERIRIN Firms Central, Westlia Mot reqgistened M- attariey
[l Adam, Testing Menz Mol regisbered Mbomey :
] Admirl202, Tasil202 Firmn Certral, Westlow Mot reqistered Adminkstrator :
O Az, Aees Fire Ceeral Ml ragishened Afikst
[ Tumer, Pater Westima Mot registered Atoeney :
x_,\:shn o= Firmn Cemiral, Westlaa Mat regisbered Hon-attomey :
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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.

4~ Back to User sooess

@ Skye C E
Status: Not registered / |, Remoe Skyn

Personal details Products & Edit products

Marme Products not yet registered -
Skye €

Send an invite link for any produects that are not yet registered.

Contact 1D satration links
DO21612225 =—b

Position L Firm Central e
Mon-attormey

Reegistration key
Email 13936496
shye.c@abec.com

. Westlaw

Phaone
MJA Registration key

13936495
Permissians
Billing
Manage Orders and Subscriptions
User Access
End date
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Make any desired changes to the user's last name, email address, phone number or permissions. Then,

click Save.

= Each b Uhar sccem

® Skye C

e #EEL S b T s O
wnly CurFaie weal neel e el ded s

Phorm (optonall

LETEES

Pnsdmnibasi

Bellng, bdarage Ovetrs andl Swbridrs_

Fred clata jonatacread |
Lo g s iy

Sratus: Mot regirtened D, Rererm Sor
Personal details Products o Ediomdt;
Firitnares Products not yet registered -

Hoym Tetred ol 8 Lk Fodr sy prcediacon. thaat sre o pis g
—
| __ Firm Central (=TT
Figril v oty
Cinataat 121 hELE- TS
[ mg R EE
o _ Westlow

Pastition
- Hagizirmicn ey

He Ty - 135S
Errasi]
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After clicking Save, you will receive a confirmation similar to the one below.

Personal details edited

O You've changed the personal details for Skye C.
It may take up to 15 minutes for these changes to appear in the user

C\/ profile.

Confirmation number:
000356701649

Back to User access

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

L

T
Eilling Usisr aceiss Diders Ripoits Suppan

ACOOUAE PiimAbET

User access

|— s 2, :
Users Admins L Export List to file &, ) I\__ £ Invite uu-rs_;l

O Select ~ | Actions o Fier | Saanch | Erser nams o

Users by account with product access

Mama Praducts Statlus Position Actiang
[ 123, Hella Firm Cenlral Hal registened Technical E
[ 12348, Testaczount (RN Firm Central, Westlaw Mol registered Mon-siterney H
[ Adam, Testing Hane Mot regisbered Asborney E
[ Adeinl202, Testi202 FHrm Ceniral, Wesslaw Mot registeres Agdmiristrator E
[ Asx, Ausa Firm Central Mot registered Analyst H
O Turmar, Pater Wiestlaw Mat registered Aztarney H

— G, Skye Firmn Cintril, Westlaw c (1) Updating uier ) Mon-atherney
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Add Users
Navigate to the User access tab and click Invite users.

|

v
Billing User access Qrders Subscriptions Reports Support

ALCOUNT number:

User access

Users Admins ( Export list to file o), ) (8, Invite us«ers)/)

i S
O Select - I Actions 5 Filter | Search | Enter name Q |
Users by account with product access
Mama Products Status Position Actions
[ 123, Hello Firm Central Mot registered Technical E
[ 1234, Testaccount Firm Central, Westlaw Mot registered Mon-attorney E
O Adam, Testing Mone Mot registered Attorney E
From the Users box on the left, select + Invite users.
4 Back to User access
Invite users
Choose which role to assign new users. You can always update them later.
O Users gég Admins
CE} Invite new users and assign them product access. :@ Invite new admins to help manage your account.
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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.

& Uack 1o User aooess

Invite users

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

[] User details

L Contactl /

First namsa Last nama

|:D| Enber first nasme e ] name Chistrae e

Enna a Tl fass
Emall End date mmyddyvyy (ootiona) Aralys)
- Attormey
| Enter ema Clirk
Contractor
Irreesstigatar
Jukg
Lisrarian
Moy
Bl a8 sy
Paralegal
Supenisor
Technical

+ Add another user

oo Account

Pritui: **TEST FOR
FIRM CENTRAL **TESTING
ObLY "

LTRe T ]

Address.  §10 OPPERMAN DR

H EaGAMN VT LS

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

— Back to User access

Invite users

] User details

8+ Contact 1

First name Last name

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

Position

@[ Enter first name Enter last name | @[ Choose w ]
Enter a first name. Choose a position.
Email End date mm/dd/yyyy (optional)
‘ Enter email

<+ Add another user

N

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.

B Ll B

Invite users

Addd up te 5 pesple. Or pplond mare with an Excsl fils in jus! & few slege

(3 User detalls

L, Commac 1

FiHl RaTa Lus raew: Podrzay

Errai Bl cies rwm E2 e Fapicead

S =

Litid b FeedBan

Creaw

Brem

Errall Erall dade e B vy Provioead]

+ Add arfBar Ui

ol Account

nars.  TESTFCR
Filild CENTRAL S TERTIHG
LY

ATl

G OEPDRRLA N DR

EAGAR ¥T | UG8
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To add more than five (5) people, click on the link upload more with an Excel file.

i— Back fo Llser scoews

Invite users

Add up te S5 pesple. Or upload more with an Excel file in just a few steps,

1] User details

D Contact1
First name Lm name . Poshion
D) mEer ik nams | Enterlssf name IE:I Chioss o ]
Enisr a firk mams . Thocus & poltion
Emsall ) Fnl:l-:l-ilt-l-mm.'l:ll:l.':‘-.‘.'.' fapivonal)
[ Erfer emall |

b fdd another user

an Account

Mame *“*TEST FOR
FIRM CENTRAL **TESTING
MLy =+

Account: 100

Addrez= G0 OPPERMAMN DR
EAGAN WT LUSA

-
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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.

i Bak to User scosn

Invite users

Upload meltiple people at once wsing an Excel like. Or add them individually.

T, Upload user detalls

L Download tamplate
\ Wi Wik B Ly iy Sl L puinazba i S

Bl escot tesipuine I

2. Evtar umer detnils
Gelli the spredusest, sding | s per row.
30 of The Dol ns. Bt ol changing 3y caleren hesdens o b

5. Uplzad complutad tamplats

Tz erute pecper lormatting, make suns io sier cetal for

Cir youdvs enibaved ek arad sawed e s, upbcad B 12 conlime aiikgnisg producl -,
‘\\ Diva Ml i plaad
\‘. E(:ib- tl:g‘ Fis et (=2 ) Fage Lapcut Formulss Dista Emarw Vi Help ferobat
[T P —
L_k_,J DFIL e Calibr 12« AR f =z #e Ewnp e Tt . El @
L —c
'n::::':m P‘:‘; ~f:un-a.?|---;- P Iy — 2-L- | ESE EE | Bvepacmr - | 4 -% 3 94 |m:;v F::':If
.............................................. . o . R d _— -
n | [ ] | 4
1 First nams Last nama Poshion Email Erd date (mmidd ey, optionsl)
]
3
]
To Edit user details, click Edit user details.
<— Back to User access
Invite users
[£] User details £ Edit user details
Mame Pasition Email End date
Sadie P Contractor sadie.p@ab.com Mone
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Next, make any desired changes. Then, click Continue.

+— Badh 1o Ui atoess

Invite users

A up to 5 pecple. Of upload more with an Excel file in just a Tew steps,

] User details

|1_:|+ Contact 1
Firvl mame Lavi name Frdbion
ke | B Conlracton
Ernail Ered data mmidetssy fopiengl)
Sebchi. PR L C3m |

+ Akl aFDthear USEr

o Account

FT **TEST FOR
FIRM CEMTRAL **TESTING
QLY

Accoenh; WG

ddderss: B0 DPPERMAN DR
EACAM VT USH
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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.

#— Mack to Usor scosan

Invite users

[ User details Y —

N1 Pomition Erranl Ered St

Sada P Coniractor sad s pifabc com HNone

an Account

g **TEST FOR
FIRM CENTRAL ""TESTIMNG
GINLY

Arcount pLal=8

Advess  10-OPPERSLAN DR [C]  Firm Central

EAGAM VT USi

& Products Product admin (optional)

Assign products and subscriptions Tor all users that yoau're indting.

l l:l Firm Central Adminlstrator

\

‘ O Firmm Cantral

T
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Then, click Invite users.

#— Rack w Lo soce

Review details

noe you submi, products are usually ready bo use within abow? 20 minutes.

[ User details

e Pigoi g Errad

IR Cani e il ksl o
i Account

HETe STESRT FOR
FAEM CENTRAL “*“TESTIHG
DMLY=

Eopimeit PG

Bddn B QFFERMAN B
EACAH ¥T LS

I Products & Edn predic

1 Confirmation email

Yo' Il recedve & conlirnation emall at
alicetesho R sy i mal linaior. coim.

Moty levdted users

Ores s i saalatis, el aend reghdrailan Ungy direcsly i #ach nved vier.

1B S 1WVKS D LTS

arcE

o B deta

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

«— Back to User access

Users invited

K] You've invited 1users

When products are ready to use, we'll send the registration details. This usually
happens within about 30 minutes.

Confirmation: #000356695310

Invited by:
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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.

Eillirsg Hir\lu Do Susecriptione Fapesriz St

Srmmrd mamba

User access

Added Tuser

b omn inks o e B0 miraes for Sl sppteene b flact thic Diamdee X

Export list to file

B Irwite users

I Westian

Users Admins

I_] Select = | fictlona '? Filbai I hiiml‘ll Entur marma ]

UseErs by account with prodecl access
Harra Penducts Etatun Faslizr Axlizrs
O Flarharm, Erik Bliwe bl ey s eeed Arva ] plin E
[ Caney, St W] B i SRR - BTy i
O s, Appis Wesiana Kt reg sirred Casimacicr E
L Hesussrisvienal, Alics hicrHe kot g ziaes faizrma :
|: P Eadia Flealara Kol regalemed Ca=lrazizs E
O Prodiarssl Akl Fes Cenlial. Yeetlaw Kl rysiesed Ay E
[ Pendiaits, Midiigha W] aa kil ey Sieeed Bcwry- g ey E
Honsaltoerey E
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Remove Users
There are four (4) ways to remove a user

SELF-SERVICE PORTAL USER REFERENCE GUIDE

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

Billing User access Ovders Subscriptions Reporis Support
&fdount number; w
( Export list to file ¥, \'I ( Invite users
Users  Admins | Exp & ) (&
O select ~ | Actions 57 Fitter | 5earch| Enter pame Q I
Users by account with product access
MName Products Status Pesition Actions
O Forharm, Erfk Hone Mot registered Administrator E
[ Corley, Scott Weshlaw Mot registened Mon-attorney H
"I L
e | Lz, Appile Westlaw Mot registered Contractor H
[ Mewusertestesmail, Alice Mone Mot registened ATtarmey H
L
O P Sadie Westlaw Mot regisbened Contracton E
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Next, click Remove [user's name] on the right side.

< Back to User access

@ Apple Lee
Status: Not registered

Personal details Edit Products 2 Edit products
g Products not yet registered ~
Apple Lee

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

Contact ID Send 5 son links
iR

Position ... Westlaw

Contractor
Registration key

Emait 13933990

applelee@123.com

Phone
N/A

Permissions

Then, click Remove.

g Remove Apple?

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

ancel

g
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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.

¥

Bilimg [T DOrders Subsiptiorn REpans Snnnit

ALTEAIT PRl @

User access

| Users Admins (_E:p-wt list to file .L:_,I {;.E. Invite usars _)

[ Select ~ I Actions I?FII.‘halr | 'Saar'ch[ Frler ruarme q |

Users by account with product access

Hame Products Status Pasition Actiorm
[[] Flerham, Erik None Mot reqiscered Admiristracor E
O garlay, Sett WesHaw Ml fegishered Han-#lseney H
[ Le=, Apple Westlaw Mot registered Contractor E
[ Howusortestemal, Alice Mone Mot registered Aftor H
e Feglstratian Hnks
O B Sadie Westl v Mot registered Con| Edi products "y Eﬁqhﬁh
c Rimese user
[ F Sadie Westlmw Mot regisbered Han; E

|:| Frodjanval, Alice3 Fimn Cenfral, Westaw Mot neglsbered Aftormey

EL]

Then, click Remove.

CQ Remove P, Sadie?

This will remove P, Sadie from your org’s account, along with any product access they may have,

\
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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.

Removing user

We're removing Sadia P from your account. Any product access
C@thﬂ' may have will expire shortly. You'll get a confirmation

message when complete, Baa  eweww  tim  Seewetm e S
ta it nerier
Confirmation number:
000356695601 U
Ser access
Back to User access
....... o 1o Wi b 8 gy e i Dbl
—_— ; w
[T Arrmine i Fapart st b Bl &, | 4 £ il snern
wmr - | Y oPmm | G| R L]
Lhsari by acecunt with prodee? accenm
s mkah I R Tt
bl w-Lem O g Fea H
N, Tasincocard. iEEEEEN Firr Com il Yernies Mot regismd S Ty I
T T S p— — [r—
I Frsuch, Maise s el Ho
LT rdaw ] Mg s ks

—
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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.

:

2l ireg Liser access Cirtlery Subscriptiors Reporis Suppnrt
Arogarm ruTmcer.
3 " € M
| Users Admins / Expart list to file 4, £ Irvite users
B Select | Actions - "\ Fliter | S-n:m:h[ Enter rame (o]
| i i
Sl regnlraticn
LinEs
Llsers by accou Cess
Hame Produchs Sdwtus Poutmn Acbans
|:| Flor bamn, Erie Mone Mol regiyb=red &dminhdrain: E
[ Coabey, st Wasas PR FeapisEaned P Ty +:
ﬂ Ler fppls Wenilaw Mol regiybered Ceniracker E
O wsewusmrtestemail, Alics Mons Mot registarsd Aitamey -i
O P sasic {EEESN \Westiaw Ol regisnened Conmracmar :
\' n B, GafiE Wenilaw Mol regisb=red Mon-alkermesy -i
[ Frodjassal, dloes Flmm Cenral, ‘Westiaw Far respisoaned ATmmisy E
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Next, click Confirm.

Review details

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

MName Email Products Paosition
P, Sadie sadle. p@abc.com Westlaw Mon-attormey Remaowve from list
Lee, Apple ales@abo.oom Westlaw Contractor Remaove from list

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

Review details

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

Mame Email Products Pasition
P, Sadie sadie p@abc.com Westlaw Non-attormey Remove from list
Lee, Apple alee@abc.com Westlaw Contractor /Remmre from list

/

4) An administrator who manages multiple location accounts, may remove users through the Find
a User page.
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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 u:art:u::. Crders Heporis

AOTOANT M

User access

Users S (" Exportlistto file o, } ( &, Invite users )
[ ] Select ~ | Actlons - ? Fllter | 5nrﬂ;l1| Enlar naima (o] |
Users by account with product access
MHame Prodcts Status Position Artions
) 123, Hello Flrmm Cemral Mot reqistered Technical i
T 12345, Tewtacsaunt m Fiirs Cerral, WesHam Kol reqistened Mizn-ainammey E
Ol Adam, Testing None Hat regisbered Attormey H
) Admar202, Tast1202 Firmmn Central, Westlars Mot reqistened Administrator :
O Asx, Aess Firr Cerral Mol registened Anakyst
[ Tumnes, Pater WWestimn Mot registered Mtomey :
\Htﬁlﬂn [ Admis ] Fimm Cenaral, Westlas Mot registered Mon-attomey :
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Next, click Send registration links from the Products box.

4~ Back to Liser sooess

@ Skye C
Status: Mot registered £, Remiowe Skye

Personal details Edin Products & Edit products
Marm= Products not yet registered -
5“’ c Send aminvite link Tor any prodscts that are nol yet 'l:\gi'i[EIEd.
Conftact ID ( 3  shrmion lirkcs
0021613335 } Send registration ‘---...._________
Positien L. Firm Central (EEEEZaP
Hon-attorney B

R-Eg FEAraticnm key
Email 13936486
shye.c@abe.com

. Westlaw

Phone
MNfA Reagistration key

13936495
Permissions
Billing
Manage Orders and Subscriptions
User Access
End date

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

Invite links sent

% We've sent registration links to Skye C at skye.c@abc.com
!

-'.l'

You can resend registration links as needed.

Back to profile
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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.

I8
Biing UnYa:ms COrders Reports

Support

ABCE 1SlCpey syt ACCOUN AUM D I003ETE2E

User access

Users ‘ Admins

4 ) e .
(_ Export list to file R2 'L‘(')' Invite users )

(] Select ~ | Action Y Fiter | Searth| Enter name Q
Users by account with product access
Name Procucts Status Position Actions
] 23 Hello Firm Centeal Not registered Techrical E
] 12345, Testaccount Firen Caneral, Westliny Not registared Non-atteeney :
] Adam, Testing Nore Not registered Attoeney :
] Admini202, Yest1202 Firm Central, Westiaw Not registersd Adminstratoe E
] Asy, Arsa Firm Central Not registered Analyst S
(] Yurner, Peter Westiaw Not registered Attoene :
ey
2 < sk @D Firm Central Not registered #| Edn products "-Ekuo\
Remove user I

Next, click Send.

<] Send registration links?

Registration links will be sent to skye.c@abc.com for products that are not yet registered
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After clicking send, you will see a green box similar to the one below stating that registration links were

sent.

8liling User access Orders Reports

Support

User access

Users | Admins

Accoune rumber

(Expottlisl!oﬁle & )

—

v )
L 9. Invite usersr_/}

G Skye @ Registration links have been sent to the user

) Select ~ | Actions ? Fllter I Search w Enter name Q J
Users by account with product access
Name Products Status Pesition Actiom
[ 123 Hello Firm Central Not registersd Technical E
] 12345, Testaccount Firm Central, Westion Not registered Non-sttorney E
[0 adam, Testing None Not registersd Attoeney E
[ Admin1202, Tes11202 Firm Central, Wessirw Not registered Adminstrato :
[:l Asx, Axsa Firm Central Not registered Anayst E
[ Temar, Petar Westiaw Not registered ATtorney 5
(] ATIOrney :
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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.

!

v
Eilling Usar accoss Orders Subscriptions Reports Support
ALcount namber;
—_— /’ = . /‘ = \
Oiave ’ Adimkas ( Exportlisttofile ¥, ) (& Invite users )
B Select ~ | Actions ,./ Y Eilter | Search | Enter name Q
Send registration
links
Users by acco ccess
Remove users
Name Products States Position Actiony
(] Goel, Krystal Firm Central, Westiaw Not registered Anadyst E
[C) Flocham, Enk None Not registered Adminstrator :
(0] Texner, Petar Wostian NOE registered Noe-wltoraey S
/ Lee, Apple Westiaw Not registerad Comttractor E
] Newusertestemall, Alice None Not registered Attorney :
[ Ps:wse @D Westiaw Nz registered Cantractor :
\ P, Sacie Westiaw Nt registered Non- attorney :
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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.

Review details

The selected users have not yet registered their access to the products below.

Name Emall Unreglstered products Position
Lee, Apple alee@abe.com Westlaw Contractor Remaove from List
B Sadie sadie.pEabc.com Westlaw Mon-attormey Remeve from List

7 Email Options

Choose who should receive registration details:
<ﬂ Semd registration details for all selected users to me at Testingoentral @mailinator.com

Send registration details and links directly to selected users

"

N

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 registered their access to the products below.

Name Emall Unregistered products Positlon
Lee, Apple ales@abe.com Westlaw Contractor Remove from List
P Sadie sadie. p@abc.com Westlaw Mon-attorney .‘ Remove from list )

2 Email Options

Choose who should receive registration details:
<ﬂ Send registration details for all selected users to me a1 Testingoentral@®mailinator.com

& Send registration details and links directly to selected users

T —

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

Users invited

-ﬁ You've invited 2 users.

Invited by:

Back to User access

When products are ready to use, we'll send the registration details. This usually happens within about 30 minutes.

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.

BOOMI-0A: Thomson Reuters Access Confirmation

Donotreply
o &

:’_i_':- F pid dra poobihari wilh Bedww Thii mebiiagd b duipliprd, <lk hars 10 viiw f i b bl deridn,

§ THEMECN REUTERS

Apple Lee,

Welcome to Thomson Rewters. This emai comains your

activation infemation required 1o register products 1o you
Creffase acoount

By Repaliatan Hegs

‘Wlardtlrs K
135

What s & regisiration key 7

A nagisiration key allows you to sciivabe 8 prodhect using yow
155 acoount

‘What i OnaPass

Creefass is the online record of the usemame and passwornd
you perzonally seedt to access Thomson Reulers products,
and alows yous to sign on o mulipla Thomson Renas
products wilh a sngle ussmminmg &0d pastwand

Already havee Onefass?

A fagialration ke alless vou B e each Thomesn Faters
produc oF pervice within youd saliscniplon e you DesPase
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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.

Eilling User accass Supgpart

ACCOWT mambsT:

User access

Users by account with product access

Marme

Products

i . N .
L Export list to file 2, J L E‘, Invite users-:)

?FIIJEI I S¢arch| Enter name

Q |

Status

Actions

| Fast, Brent

] Sands, Tom

Il c,Skye

] Core with ids text

Proview, UK Books, Westlaw IE

Data Privacy Advisor, UK Books

Drata Privacy Advisor

UK Books, Westlaw UK

Partially registered

Reqgistered
Edit preducts

{ Reset password )

Remove user

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

Help Skye C recover access to their products and account.

OnePass username

AL

Reset by

® Sending a link to their associated email

Generating a temporary password to send them
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2) Navigate to the User access tab and click on the user's name.

Billing

User access

Suppart

Acoount numiber:

User access

( Export list to file .iq) [ &, Invite users

[ sands, Tom
\uzm

[ Core with ids text

Drata Privacy Advisor, UK Books

Drata Privacy Acdvisor

UK Books, Westlaw UK

Users Admins
[ Select ~ | Actions - 5 Filter | Search [ Enter name Q J
Users by account with product access
Mame Products Status Actions
] Fast, Brent ProView, UK Books, Westlaw IE PPartially registered :

LL]

Registersd

Registered

LE L]

Registered

Next, click Reset password on the right side.

« Back to User access

kye C

@ Status: Registered

E‘ Remowve Skye

Name
Skye C

Contact 1D

Email

Phone

N/A

Permissions

Personal details

0021874781

Edit

Products

Registered products ~

OnePass username:

_. Data Privacy Advisor

Registration key Last accessed
14182283- MN/A

& Edit products
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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

Help Skye C recover access to their products and account.

OnePass username

AL

Reset by

® Sending a link to their associated email

GCenerating a temporary password to send them

Afer clicking Continue, you will see a confirmation notification box indicating that a password reset link
was emailed to the user.

Reset link sent

We've emailed a reset link to Skye C at Skye.Ctest@abc.com. It's valid for 3 hours
S or until it's used to create a new password.

-

OnePass username
AL

Back to profile
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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.

Billing uur!:uﬂ Cvders Reports Suppoet
BODIUNE ramier.
User access
— : , .
Usars Admins ( Export list to file ) Ii £ Invite users _)'I
[] Select ~ | Actlons ? Fliter | Ewn;|1| Enlior nams (8] |
Users by account with product access
Name Prodacts Status Persition Actions
] 123, Hello Firmn Ceniral Mot registered Techimical i
O 12345, Testaccount RN Firmn Cerral, Wistlam Mt registered Won-atiamey
1 Adam, Testing None #at registered Mty H
] Adminl202, Tasfl202 Firmn Ceniral, Westlaw Mot registered Administrator i
T Az, Basi Firmn Certral Mol iegistened Anakyst E
[ Twrner, Peter Westimw Mot registered Aboeney :
\Htswn [ Adrmis ] Firmn Ceraral, Westlors Mot reqistened Mon-attomey :
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Next, click on Edit products on the right-side of the Products box.

4~ Back to User scoess

@ Sk_ye C

£, Remove Skye

Personal details Edit

Marme

Slye €

Contact ID
0021613335

Puosition
Mon-attormey

Email
shye.ciabe.com

Phone
LTS

Permissiorns

Billing

Manage Orders and Subscriptions
User Access

End date

Products

Products not yet registered ~

Send an invite link for ary prodwects that are not yet registered.

Send registration links

__| Firm Central I

Registration key
13936426

| Westlaw

Registration key
13936495

£ Edit products

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

Edit products

L1l Change products or subscriptions for Skye C.

Select products
The nurnber of Selecied seals irmpacls how many uSers you can nvite. For morne Seats, poen & Suppo kel m Cancel

Looking for something?

Some products sren'l supporbed bere quite yeb. Until they are, you can still invite users by sccessing My Acoount

*J Westlaw

o @ Firm Central A

Product admin (optional)

B Firm Central Adminksiratar

Thomson Reuters Regulatory Intelligence 5 All seats assigned. e

— )
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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.
Biling User Scoass Drders HReports Support
R D P D
User access
Users Admins ':: Expaort list to file } Ij £ Invite users j}
] select ~ | Actions W Fier | 5ﬂl‘chl Eriter surras Q |
Users by account with product access
Mama Products Shabus Pesifion Arctions
[ 123, Halls Fisres Castial K Fegistirind Technical H
[1 12345, Testaccount CENRI Firm Ceriral, ‘Westima Mo registened Hon-attomey 3
0 adam, Testing Mo M eegstivind At H
L] Adminl202, Testl202 Firm Central, Westlme Mot registened Admiristrator E
[ Aax, Axsa Firrs Ciritral el seyistimind Ayt H
L1 Tener, Peter Westaw Mol PEgabEred A E
O sk 200D Fism Cesitral, Wiestlaw Hai Fegianird 4 : Betions -
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Then, select or deselect any desired product(s) and click Save.

Edit products

4l Change products or subscriptions for Skye €.

Select products
The nurnber of selacted seals impacts how Many WSars you can mvile. For mornes Seals, ooen & yppo tickel, m Cance
Looking for something?
Some products aren't supported bere quile yeb. Until they are, you can stll inyile users by acoessing My Account
Westlaw
o E_) Firm Central ~

Product admin (optional)

B Firm Cantral Adminksiratar

Thomson Reuters Regulatory Intelligence /7, All seats assigned. v

o o)

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

Products edited

You've changed access for Skye C. If you assigned any new products, registration emails will
be sent shortly.

Confirmation number
000356701638

Back to User access
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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.

Billing Lhsir agcess Diders Pepaits Suppan
AL Pt
o

| Users Admins I': Export List ba file &, )L & Inwite us.ers;l
] Salect ~ | Actlons 5 Filter | 5ea-n:h| Enter ruarne (8]
Usears by account with praduct access

Padrie Prasducts Status Pasition ALt

1 123, Hella Firm Cenlral Hal registered Technical :

[ 12345, Testaccount (NI Firm Central. Westlas ot registered Hon-stiormey :

[] #dam, Testing hzine Mot regisberes Agtorney E

[ Adminl202, Testl202 Firm Central, Wesslow Mot registered Acirminisirator E

|:| B, Aasy Hrm Cesriral Mot registeres Analyat E

[ Turmar, Petar Wiestlaw Mat ragistaned Astarney :
B C.Skpe Firr Cenlral, Westlaw B AT sy E
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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

5L Change praducts or subscriptions for Skye C

Select products

Thie number of selected seats Fnpacts MW MAany wsers you can indte. For rmore seats, ogen 3 support Dcket, m -"': AnLe
T Looking for something?
o Some products aren't supported Rere quibs yet. Ungil they sre, you can sbll irvite users by scoessing My Acoount

[ Westlaw
Firm Central ~

Product admin (optional)

B Firm Central Administrator

Thomson Reuters Regulatory Intelligence & Allseats assigned. w

"T‘ Back to top m cance
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To open a support ticket using the Support tab, navigate to the Support tab and click Submit a ticket.

Ellinag Liaer ACTETs Lrders SuteTiphiom Reporty Suppert

Adtauif furibe

Support
ﬂ Quick links

‘ ; O Wesllaw Edge Training ]
 —t Westlaw Classic Training

Prisctical Law Training 5

Submit tickets to get help faster

- = b
® Uue bickets for fssues related o your sccoun or pour peders. For help using Knowierge Center O

eeodiicls, o0 10 Product Suppeit [,

* Wiz ored track ol yoar Hokets bere, ncluding tckets we creates when gou call o

amal us.

& A SgEnD Wil respored 10 2 BUsinEss days. You Can opt in 5 uitaes via dmnal
when yg sl it & Hckes

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 Llsler!::m Chrheers Reports Suppart

ACCOUT PRIMEDer.

User access

Users Admins ‘ ( & Invite users )

Search | Enter name o] |
Mama ] Permissions Status Actions
12345, Testaccount Billing, Manage Tickets, User Access, View Orders and Subscriptions Mot registered E
Adam, Testing Eilling, Manage Orders and Subscripthons, User Access Reqistered :
Lee, Apple Billing, Manage Orders and Subscriptions, User Access Registered E
Lee, Apple EBilling, Manage Orders and Subscriptions, User Access Naoit registered E
—— Skﬁli Bi".iﬂlg. Nanage Orders and Suh‘aLriF}'liw‘.'ll"l‘a. User Aocess Mot redg Slered E
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Next, view the user's personal details, including Permissions at the bottom of the Personal details box,
and product access.

i Back to User access

Personal details Edlit Products & Edit products
Mame Products not yet registered ~
Shye C '!'Et 9

Send an invite Unk for ary products that ane not yet registerad.

Contact ID =
0021613335 Dol

Foslen L. Firm Central XEETID
Mon-attemey

Registration key
Email 13936496
shye.ci@abc.com

. Westlaw

Phomne
N/A Registration key

13936495

Permissians
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.

4~ Back to User access

@swec

Personal details Products & Edit products

Marms Products not yet registered ~
Skye C

Send an invite link Tor ary prodwcts Chat are nol pet registered.

Contact 1D satration links
0021613335 =

Pusition L. Firm Central E2E=sp
Mon-attormey —
Riegistration key
Emall 13936456
shye.c@abc.com
L. Westlaw
Phone
MN/A Registration key
13936495
Permissions
Billing
Manage Orders and Subscriptions
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.

= Each tv Lhar scoem

® Skye C

Ths B EL S R e LR RO
maly CarFmiseral parl el del bew

Pcrm (ppfaa=all

L

P duaibain

Belling, Manige Drdiers and Tobacns_ »

Fred clata fonanaiowead |
Lot oz i

Slafus Mot registered O Remvrm Som
Personal details Products # Edigmduct:
Firitaares Products not yet registered -

Hom Teid B el 18 Lk e aarvy prcediartr thaet sk ol i g
—
| ~ Firm Central Z==T
Regrilrnbuim ity
Civataa1 I3 pEp T
DCETE131T3
_. Westlaw

Petiiion
- Hagrziraben e

i Ty L REEE- 210 E
Errasi]
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You will see a popup confirmation window indicating that changes were made to the personal details.

Personal details edited

O You've changed the personal details for Skye C.
It may take up to 15 minutes for these changes to appear in the user

C‘\/ profile.

Confirmation number:
000356701649
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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.

Billing Llsisi Aeciss Dideis Pepaits Suppon

ADTOUNE PaifR DT

User access

R
| Users Admins I':;E.-:pnrt list to file ok, )L & Invite us.-r_-r-.-.j\l

[ Select ~ | Actions i Filter | sea-n:h| Enter riarns o |

Users by account with product access

Mame Products Status Pasition Action
[ 123, Hella Firm Central Hal régistened Technical :
extaccount irm Central, Westlsy ot registered on-sttorney H

[ 12348, T Firm Mot regi H H
am, Tes ane ot registeres storney H

[ idam, Testing Y Mot ragiste Atto H
; rm Cenr sl ot reqls mirdstrator H

[ Admiel202, Testl302 Hrm Ceriral, Westl Mot registered A _
B, ANED Firm Certral Mt reqistered Analyst H
reg :

[ Turrsar, Petar Wiestlaw Mot raqisiared ATTOTTHA E
— C.Skye Firm Ceniral, Westlaw (0} Updating wier M -aThee ey :
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Add Administrator Users
Navigate to the User access tab. Next, click the Admins tab. Then, click Invite users.

EBilling User access Orders Reports Support
BAcoount nuembser:
——
Search| Enter name CL |
Mame [ Permissions Status Actlons
12345, Testaccount User Access, View Orders and Subscriptions Mot registered E
Adam, Testing Billing, Manage Crders and Subscriptions, User Access Registered E
Lee, Apple Billing, Manage Orders and Subscriptions, User Access Registerad E
Lee, Apple Eilling, Manage Orders and Subscriptions, User Access Mot registered E
C, Skye Billing, Manage Orders and Subscriptions, User Access Mot registered E
From the Admins box on the right, select + Invite admins.

“ Back to User access

Invite users

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

O Users gég Admins
C@- Invite new wsers and assign them product access. :@ Invite new admins to help manage your account.
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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.

#— Back o User aicets

Invite admins

] Admin details

L. Contact

[First namae

Enter up to S admins. If they need access to products, you can edit their profiles once they register.

Last namse

insions

Cheoome permissions

(M) Entera first name.
Email

i||in-;
iew and pay Involoes

) Manage Onders ard

~ Subscrighions
Manage Ordars and
Subscrigtions

+ Add anather user

Account

**TEST FOR
FIRM CENTRAL **TESTING
OMLY**

Maima

oocourd: R0

Agdress:

&10 OPPERMAN DR
EAGAN VT USA

[] Misnage Tickets
Manage Tickets

[ Wser Addess
dugd, eci? and delste users

Wi Circhers and
Subscrptians

Wigw Circhers and
Subscrpilans
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To add additional administrators, click + Add another user on the left side.

— Back to User access

Invite admins

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

] Admin details

L. Contact1
First nama Last nama Permissions
Sadie [ P Hilling, User Arcess, Manage_ w
Email
[ sacke pEDE Lo l

+ Aidd another user

an Account

Harmi: **TEST FOR
FiRM CENTRAL “*TESTING
OMNLY™*

dorount: WG

dckdnss 810 OPPERMAN DR
EAGAN WT USA
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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.

£ Dack fo U sccsan

Invite admins

Enter up io%S sdmins. IF they meed acoess bo products, youw can edit ther prodles oroe they reglsier.

E] Admin details

L Cernacn B

Fneid ratrras Less| rurres Farmehsiora

| Sad e P Sakrg, Ly Aeiesih, Blasage

Emad

|'H-‘Eﬂ-ﬂlll:l:-'l'l

C Eﬂ:-:rnan: } Parrases i

it radivar Ll Fobid Perrehsom

-
| l Chaimep e e w

[ [ T p—
Eauad

[ )

t Jadd ancther user

al Account

“THST FO&
FiEk CENTRAL *=TESTING
LY

i
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Then, click Invite admins.

- Back to Uses access

Review details

Invites will get sent directly to admins after submitting.

E Admin details £F Edit admin details
Mame Permissions Emall
Sadia P Billing, Lker Ancess, Manage Onderns and SuEsciplions sackie pEta b Lom

Account

Hame: **TEST FOR
FIRM CENTRAL *“*TESTING
QML

Account: 100

Address: 610 OPPERMAM DR
EAGAN WT USA

77 Confirmation email

\ Once access is available, well send registration links directly ta sach imvited admin

@drl:\le'

i, S

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

&~ Back to User access

Admins invited

,ﬂ You've invited one person with admin permissions.

Once they finish registering, they will show as "registered" in their profile

Invited by:

Back to User access

134



THOMSON REUTERS”

SELF-SERVICE PORTAL USER REFERENCE GUIDE

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.

By L o

Ciers. Sadr v il wrr) Srpum s Sl

S

User access

fdded 1 admin
H e e i e MO e for ] opmiem da sl T Déarmdan

E_ Inaihe cresrs

Gerarch | Erier resar

(= L R ]

Hwiun

12344, Terincozanl
furdam, Tawting
Lise, Al
Lea, Apple

CERA, e
Cirew, Elm

e, Rudiert

‘aaiEt, iEpdE

Wi o, Caly

——— ] Gl

L Arcwez, iew Orders end Swbscripbion

Eling Measgs Orcder sad Sobecripdan, Deer dosem

Belieg Maangs Trdiw iwd Subeorpsess, Ukes foos

Balvuy Wasage Tk pould Sadeidoplier, e Bodeig

By Mpapge Jrers o Sodrripior, Uhee Bty

Beling. Masagr o o Subnerip®omn., Lher Ben

Balong. Haasge Urders ad Subeorgso, ke Bocam

Elimvg

Warags Dodew sed mibermianot

Belivej Maangs Tk ad Sideorptest Lhe Aace i

Mo e thered

Sl e

Eepaioed

S o bered

Mo e herad
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Next, from the Admins tab, click on a user's name. Then, click Add products.

 Batk 1o/ Usar aocuss

Sadie P

Status: Mot registared Famawe ussr

Personal details i Products

MNamme
Endie P This person doesn't have

access to products yet.
Ernzil

sadie.pitabc.com

Pihone
N/A

Permissions

Eilling

Manage Orders and Subscriptions
User Access

Account details

It user
We'|| ermadl this person again with the
registration link.

Resend invite
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Next, select desired products. Then, click Save.

Billing User accoss Orders Subscriptions Reparts Support

Ale DESICSPMYISWRT  ACCoUR NUMber 1004315216 «

Add products

Lil Add products or subscriptions for Sadie P,
End date mm,/delfyyyy faptional)

Select products
Thie nurmber of selected Seats impacts how many weers yau can invite, For mone seats, open a support ficke, m cancel

Looking for something?

Some products aren't supported here quite yet. Undil they are, you can still invite users by accessing My Account

Firm Central -

+U Westiaw
N\

—

T Back ta tap ngel

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

“— Back to User access

Products added

When products are ready to use, we'll send the registration details. This usually
happens within about 30 minutes.

Confirmation: #000356695606

Invited by:

Back to User access
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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.

ilirey Jir\lu

Susseriphiong

Fapriz e

User access

Added 1 user

b omn inks o o B0 miranes for 8l cppbeime ioosflen] thic Diamden W

Ewport list to file

Srmmmt e b

£ irwite users

Users Admins

] Select = | '__|" Filbar I hl‘lﬂ.h. Enter nama [

Llgers by account with product access
Herra Pesdhscts L Pasitizn Axtizrs
O Flarham, Erik Base Kl piyeglesed Agivwrg]glin H
[0 Cordey, oot Wl dra L A Tl - BT sy E
[0 Las, Appls Wt Kok ragriamed Cariracize E
L Hessupsrisviemail, Alcs Hona Hot gz iased Atormasy E
O P twdie Wralarn Hok regealesed Castracio E
O Prodjarsel. kad Fesi Cealral Yestlaw Kl riyegiesed AlEe vy H
[ P, Wl iipla [ L O R LI Py ey E
—_n P Sl Heslara Koy -altomey E

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.
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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 a'u:ess Orders Reports Support

Account numiper:’

User access

Users Admins L. Invite users

Search | Enter name (8] ‘
Mame I Permissions Status Actlons
Singh, Carol Manage Orders and Subscriptions Registered E
e P, Sl Billing, Manage Orders and Subscriptions, User Access Mot registered E
F, Sadie Billing Mot registered :
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Next, in the Account details box, click Resend invite.

+— Back to User acoess

Sadie P

Status: Not registered Remove user
Personal details Ext Products A pegcts
M mse i
Eadie P This person doesn't have L\

access to products yet. m
Email .
sadie.pEabc.com
1
Phore | |
H/A
Fermisskns
Billing
Manage Orders and Subscriptions
User Access
Account details
Tervite user
\ Wiell email this percos Sgain Wil the

\ regisiration Llink
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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

Remowe usar

Mami
Sadie P

Email
sadie, pabc,com

Phame
MNi&

Permissions

Billing

Manage Orders and Subscriptions
User Access

Personal details Edit

Account details

Imvite wsar
We'll emall this persan again with the

registration link.

Products el proguets

This person doesn't have
access to products yet,

_JZ

) Invite semt x
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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.

Billing User access Support

ACoount number:

User access

Users Admins [ L Invite users

Search | Enter name o]
Mame ] Permissions Status Actions
10048 Billing, User Access Reglsterad E
Brent, Kevin Billing, User Access Registerad E
bikenew, electric Billing, User Access Mot registered E
e Clon2, Tiest Billing, User Access Registered E
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Next, click Reset password on the right side.

4 Back to Usar aciass

Test Clone N\
Status: Registered Réamons usen

Personal details Edit Products fuded products

Mame v
Tast Chors This person doesn’t have

access ta Flfl'.'ﬁd'.lCtE yet.
Eimail

test.cloneEtr.com

Fhone
NiA

Parmmsions
Billing
User Access

Account details

OneFass username

Registration key

Last sign=in
Feb 03, 2022 067 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

Help Test Clone recover access to their products and account.

OnePass username

Reset by

< ® Sending a link to their associated email

Cenerating a temporary password to send them
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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.

|
v
Billing User access Orders Reports Support

Print Orders

L] Print Orders

' l o \ Enter your order number to view your order details, request a return slip, or
—_— reship an ordered item. Your order number can be found on your invoice

and the order email confirmation.

Order number /

Q Additional order managment functionalities will be coming soon. In
the meantime, please go to My Account[7 to view your full list of

orders.
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Print Qrders ¢ 02095

Order 020500000 details

Yy Shipping and payment information

Placed an Ship to PO Mumiber
06/19/2022 TESTING | ACCOUNT a7
etatus 5230 FRONT BLVD Total amount (LS0)
£599.09
Shipped SUNMYVALE, AZ .
ppe 92618 Start a reship
1item in your order
L Delivery Shipped Posting .
It Quantity | 1 1
om uantty number ! on number
TRG CA PRACTICE ALTERNATIVE DISPUTE RESOLUTION CHE-8 2021
4 0447 O7/04/2022 614
CONTENT ol
WViewing 1-1 Rows per page 10w
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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.

Brint Orders ¢ 0205

Order 020500000 details

.-} Shipping and payment information

vd

Placed an Ship to PO Mumber
06/19/2022 TESTING | ACCOUNT 87
PAYABLE Returmn policy
T 5230 FRONT BLVD Total amount (USDH) "
£599.09
Shi d SUNNYVALE, AZ .
Ppe 92618 Start a reship
1item in your order
I Dalivery Shipped . Posting -
It Q t I I I
om iy numbser : on number
TRC CAPRACTICE ALTERMATIVE DISPUTE RESOLUTION CHE-8 2021 2 0441 07/04/2022 614
CONTENT '
Wiewing 1=1 Rows per page 10w
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Next, use the plus and minus buttons to select the number of items you want to return.

Print Qrders / DZ0S0DMM [ Retsm Order

Starting a return on order 020500000

For each title you want to return, tell us how many you're sending and why.

Titem eligible for return in this order

Item .|, Ordered Returning Reason for return
TRG CA PRACTICE ALTERMATIVE DHSPUTE RESOLUTION CHE-8 2021 ( 3y
CONTENT - @ o @

NS

Create return label Return policy

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 Qrders / 020500000 / Return Order

Starting a return on order 020500000

For each title you want to return, tell us how many you're sending and why.

1item eligible for return in this order

Item | Ordered Returning Reason for return

TRG CA PRACTICE ALTERNATIVE DISPUTE RESOLUTION CH6-8 2021 O ( 3 ] @
CONTENT {

Select a reason

| Subscription was cancelled

Damagea in transit

Duplicate shipment

Not ordered

Do not need it anymore

Not satisfied with the product (has
INACCuracies, hard 10 use, eic)
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Next, click Print return label.

Print Orders / 020500000 / Return Order

Print the return label

@ Print the return label, then follow the steps to ensure a

successful return.

[ Print return label Search for a new order
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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 of
TESTIMNG ACCOUNT PAYABLE

5230 FRONT BLVD

SUNNYWVALE, AL 92618

Delivery numbser: 044’
Wast = A Thomson Reuters business
Returns

100 Helpful Rd
Eagan MK E5123-1310

Ralurm [ake L THOMSON REUTERS

Acoouni numiber: 100

TESTING ACCOUNT PAYABLE
5230 FRONT BLVD

SUNNYVALE, A7 92618 Prinded on 07282022 af 2-28-57 pm
Crder number: 020536000
Dalivery numiar  Descrigtion Retuming  Rmasan

Dt TRE CA PRECTICE 1 Camsaged n Marl
ALTERKATIE DISPUTE.
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To view the Thomson Reuters' return policy, navigate to the relevant Order details page. Next, click

Return policy on the right side.

Brint Orders / 0205

Order020500000 details

HL} Shipping and payment information

Placed aon Ship to PO Mumber
06/19/2022 TESTING | ACCOUNT a7
i o T
Ovder status 5230 FRONT BLVD Total amaownt (LS0)
5599.09
Shi d SUNNYVALE, AZ X
Ppe 92618 Start a reship
1item in your order
R Delivery Shipped - Posting -
It Q tity L + *
om vaniey numbser [ on number
TRG CA PRACTICE ALTERNATIVE DISPUTE RESOLUTION CHE-8 2021 z 0447 07/04/2022 a14
CONTENT '
Viewing 1=1 Rows perpage 10w
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Next, view the return policy terms and conditions.

Returns: Terms and conditions

Sy proceed ng 10 Oanerate the ook ing S50 Ao piur refim 50 U, veu've AJretiag Lo 1he 1eig andl
conchtane cutined hew.

Timing

For a nuccenfid retarm, we mest recerse the urnwertied sroducts no later than the 4501 day after ther ship
dates. Ary ressme secawed on the 46th Jay omwands Uniortumately wiii e Ineipinie for Do cred s and
reshoment The dhvo dote for ea0h osdiered peodacl Can be lound on its order detail poge asd & %0
indicated o the pachng 4p Wondied with each Supment

Exclusions

Comently e offer Cred S0 re0u1mG OA & Selbriat of Our Broducts and only whes surchasad under gerdrsl
Serms

These prodects sre nebg tle, ax mestioned on ther crder forme
o Owine roducts

¢ Mosted produms

* Soltwere products

o PaaoView eBiook prodaxts

Frodudls that were incloded within our mist laserelie trogrenmm ere aso neagitle for ndrdual
cancelanon and redundabie evarms. Sech srograme inclade but sw not Limted to

o Litvary Maintenyace Ageeesent

o Litrory Manegerment Arrargemend

o Litvary Sovings Plan

o West Complete

o Asupeg Prre Mong

o WetPack

« Socecwl Other agreements

Costs
Wor [Thomeon Newsers) 3o not coeet sty of The cxpenses relabed 10 your retum, and 4l appiicabie
ducowrrts are farfeted when returning pert of @ romobonal sale

Packing
For tmaly procesung. slace the returming products in theis orgnl seckag ng Nake s to encizce &

COPy of the debvery sl o order inapice 33000 with 5 Brief ceplanaton Gf the repcon lps The retym Use »
shipeng method with fratking and edd imurarce in the amourt ol the purchaned ralue

Status
You can vertly sur recep! of poor selurm end any et appoed 0 the Retums History secton of My
AdtounL
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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.

Print Orders 0205

Order020500000 details

_(‘-j Shipping and payment information

Placed an Ship to PO Murriber
06/19/2022 TESTING | ACCOUNT a7
PAYABLE
Order status 5230 FRONT BIVD Total amount {USD) Retum policy
Shipped SUNNYVALE, AZ ¥599.09
92618

1item in your order

Delive Shipped Pastin
Item .| Quantity T i L PP 1 3 1
numbser on number
TRG CA PRACTICE ALTERMATIVE DISPUTE RESOLUTION CHE-8 2021 2 041 070472022 614
COMTENT !

Wiewing 1=1 Rows per page 10«

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

Erint Orders /020500000 |/ Starta reship request

Start a reship request for order 020500000

For each item you want to reship, tell us what went wrong.

1itemn eligible for reshipment

Iltem .| Ordered Reshipping Reason for reship
TRGC CA PRACTICE ALTERMATIVE DISPUTE RESOLUTION CH&-8 2021

2 Q@ | ®
CONTENT

N
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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 / oz0s00000 Seart a reship request

Start a reship request for order 020500000

For each item you want to reship, tell us what went wrong.

1item eligible for reshipment
tem [ Ordered Reshipping Reason for reship

TRG CA PRACTICE ALTERNATIVE DISPUTE RESOLUTION CHE-8 2021 '
@ 1 @ elect a reason

CONTENT

\

I Lost shipment

Damage

Defective

‘Wrong produect sent

\
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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.

Print Orders | [POSDO000 / Siart 8 reshi reuest

Review reship request for order 020500000

¥ Review reship receeslt

"\ original order: 020500000

Ship Te Ship Via
TESTING ACCOUNT LS, grosind service |freel
PAYABLE Edit shipping method

5230 FROMNT BLVD
SUMNYWALE, A7 92618

Ediit address

[termis) to be reshipped
Item .|

Reshipping Reason for reship

Remove an item

TRG CA PRACTICE ALTERMATIVE DISPUTE RESOUUTION CHE-8 2021 CONTENT

i Camage

X Remave

A"

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

Print Orders / 020500000 / Reship requested

Reship requested for order 020500000

Confirmation: 000356714326

Go back to all orders

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 1to 2 days.

155




: THOMSON REUTERS®

Remove an Item

SELF-SERVICE PORTAL USER REFERENCE GUIDE

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 Orglers | 050000/ $iar] & reship request [ Raview redhip reguet

Review reship request for order 020500000

) Original erder: 020500000

Ship Te Ship Via
TESTIMNG ACCOUNT

5230 FROMT BLVD
SUNNYWALE, AZ 92618

Edit address

Itemis) to be reshipped

LS, grodind semvice |fee)
PAYABLE Edit shipping method

ltem .. Reshipping Reason for reship Remoye an item
TRC CA FRACTICE ALTERNATIVE DISPUTE RESOLUTION CHE-8 2021 CONTENT 1 Camage
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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 Ongers / DFOSOO00D / Siarl & reship request [ Review réship el

Review reship request for order 020500000

:_l;j Original erder: 020500000

Ship To Ship Via
TESTING ACCOUNT LS. ground senvice (free)
PAYABLE Edit shipping method

5230 FRONT BLVD
SUMNNYVALE, A7 92618

/

Iternis) to be reshipped

ltem ). Reshipping Reason for reship Remowe an item

TRG €& PRACTICE ALTERMATIVE DISPUTE RESOLUTION CHE-8 2021 CONTENT 1 [amage X Remowe
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Next, make any necessary changes to the shipping name and address. Then, click Save and continue.

Prnt Orders ¢ DIOSODOO0 / Start a reship request / Beview reship reguest [/ Edin shipping adoress for reship

Edit shipping address for reship

Original order: 020500000
Ship to

TESTIMG ACCOUNT PAYAELE
S2I0FRONT BLYD SUNMYVALE, AZ, 92618

Enter new address

Marma lina 1 Mama line Z (optional)
TESTING AOLDUNT PAYARBLE
Address line 1 Address line 2 (optional)
5330 FRONT BLVD
Country State/province
United States b Aripona by
Zip/Paostal City
~ g2618 SUNNYWALE
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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 / DEOSOO000 / a8 reship request | Review reship regues)

Review reship request for order 020500000

}_:-'_', Original order: 020500000

Ship Te Ship Via
TESTING ACCOUNT Gecenclisayics (frae)

PAYABLE

5230 FROMNT BLVD
SUMMYVALE, AZ 92618

Edit acdress

Iterm{s) ta be reshipped

Item .| Reshipping Reason for reship Remowe an item

TRG C4 PRACTICE ALTERMATIVE DISPUTE RESOLUTION CHE-8 2021 CONTENT 1 Damage ® Femove
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Next, click the carrot next to the Shipping method and select the desired shipping method from the
dropdown menu.

Print Orders / 020500000 / Start a reshiprequest / Review reship request / Edit shipping method for reship

Edit shipping method for reship

Original order: 020500000

Select a shipping method

Orders are shipped via U.5. 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 methed / Shipping carrier account number
LS. ground service (free) A Enter account murmber
.5, ground service (free) w :

FedEx nexi day

FedEx second day

FedEx International

Then, click Save and continue.

Print Orders / 020500000 ; Start a reship request / Review reship request / Edit shipping method for reship

Edit shipping method for reship

Original order: 020500000

Select a shipping method

Orders are shipped via U.S. ground service by default. To expedite the order, selecta
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

N
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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.

¥
Billing Licer aroess Qirclers Rapens Support

ACOTUNT AUIMDST:

E Reports

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

O = i
=

Shipment history User list

Library maintenance

Expart a spreadshect of the shipmenits
fram ore of MOFe ACCOUNSS CVEr a
specified dabe range

Export & spreadsheet of the users and
atfillated products to which they have

BCCERE.,

agresment
Easily maintain I.1r;|:' print Lbraries and

streamiline costs.

Account reconciliation
Creabe reports, compare imvoloes,
generate statements and mone,
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Shipping History Report
Navigate to the Reports tab and click Shipment history.

Billing Lser access Qrchers Eethﬁ. Sippan
ACCOUTTL D
Cet exports of system data to support auditing and other offline activities.
— IR
Shipment history User list Library maintenance
Expari a spreadshect of the shipmemis Export & spreadsheet of the users and agmement

fram one of MOoFE SICOUNTS CWEr 3 affillated products towhich they Rave

Easily maintain large print Ubraries and

streamiling cosls.

speciied date range BOCESE.

e

Account reconciliation
Creabe reports, compare meodoes,
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

These reports help you look at large volumes of order shipments
and can be useful for auditing or bulk purchases.

Create a repnrt@

-

le = =¥

There are no shipment history reports for this account yet.

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

These reports help you look at large volumes of order shipments
and can be useful for auditing or bulk purchases.

Create a repurt@

There are no shipment history reports for this account yet.

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 shipment history report

First, select the date range that the report should cover.

Report name (Optional)
Clve the report a unigue name,

Include shipment dates from:

@ Previous calendar month

‘ereat monthly Repeat monthly

§ Previous 90 days
Custom date range /
s
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Next, select the accounts on which you want to run a report. Then, click Review report.

Create a shipment history report

Mext, select the accounts to pull shipments from. \
Available accounts list Review report
B 10of1selected ~ Search  Account, name, address Q

Account | MName Address
“*TEST FOR
L 100 610 OPPERMAMN DR, EAGAN, VT 35A
CENTRAL **TESTING OMLY**
Viewing1-1 Rows per page 10~

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.

Report name

Testl

Selected accounts

100
**TESTFOR
**TESTING ONLY**

Review your shipment history report

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

Datera nge

Last calendar month
(From May 02, 2022 to Jun 01, 2022)

Re(umng@

No

Save and run report ancel

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

SELF-SERVICE PORTAL USER REFERENCE GUIDE

O

This can take up to 4 hours, but you don't need to keep this page

open. We'll email you at currenttesting@mailinator.com
when the data is available for download.

Back to shipment history reports

We're runnning your report

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.

Billing

Liser access

Cirders Reports Support

Shipment history reports

These reports help you look at large volumes of order shipments
and can be useful for auditing or bulk purchases.

Available and pending reports

BOTOUNT MUFDET

Report name Created on Dwuration Status
e Tt Manthly Pending E
Viewing 1-1 Rows per page | 10«
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See section View users: Get a Report of Users.

Library Maintenance Agreements

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

'

Bllling User access Ovders

Ropkes

Subscriptions

Support

Mwzarns

E Reports

Shipment history
Export a spreadsheet of the shipments
200M ONG OF MOFe ACCOUMS OVr 2

speciliad dote range.

I“l.g:é
-—Qa0
(—

Account reconciliation

Create reports, compare invoices,

Qererate statements and more.

User list
Export a spresdsheet of the users and
amliated products 10 which they have

access

ALCoumm number.

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

Library maintenance
agreement

asily mantain large print libraries and,

streamline costs,
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Then, click Download the report.

Reports / Library Malntenance Agreement

.5 Library Maintenance

ES002| Agreement (LMA)

A Library Maintenance Agreement helps you maintain large print
libraries and streamline costs. Download your report to view
detailed information about your current LMAs.

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

Elling Liser soress ]

gk nptions

3
Rephris Support

Rspors

E Reports

ALCOARIT PLLETY b

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

O = i
Shipment history User list Library malntenance
Export a spreadohest of the shipmenis Evport s spreadohest of the users and -Iglﬂ'l‘l'll'l'lt

trom one or more scoounts over a
specilied date range

P

El=
r_—ng,gu

Account recencillation

Creabe reports, compare iInvolces,
/' enerabe stabernents ard mone

affiliated producis o which they have
BEEESS,

Easily maintaim lange print librarie< and
sireamline cosis
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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.

Beports / Account recanciliation reparts

Account reconciliation reports

Export billing details from one or more accounts over a specific period of time.

Available and pending reports

There are no account reconciliation reports for this account
yet.

To get started, select Create a report.

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

Reports / Account recanciliation reparts

Account reconciliation reports

Export billing details from one or more accounts over a specific period of time.
Available and pending reports /

L [P

!«

I
I
I
i
i
==

There are no account reconciliation reports for this account
yet.

To get started, select Create 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.

Beparts / Accownt reconciliation reports / Create a reconcilation repon

Create a reconciliation report

First, fill out the report details.

Raport name (Optional)

Glve the report a unilgue rmarmse.

Include shipment dates from:

¢ Last calendar month

Pl

Repeat monthly h"""'-...,‘ 5, Last ealanclar month
% Lastoo days Repeat monthly

Custom date range

( Continue to select !n‘.ttll Cancel
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Next, select the accounts on which you want to run a report. Then, click Review report.

Reports [/ Account reconciliation reports / Create a reconciliation report |/ Select accounts
Mext, select the accounts you want to export account reconciliation for,
Available accounts list FE‘I Review report Cancel
10f1selected ~ Search  Account, name, address Q.
Account ). Name Address
100 CTESTEOR 610 OPPERMAN DR, EAGAN VT ISA
CENTRAL **TESTING ONLY** '
Viewing1-1 Rows perpage 10w

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 /A n nciliati ports / Cr 1 iliation report / Select accounts / Review report detalls

Review report details

(=] Now, review the report details. If everything looks good, save and run the report.

Report name Duration R:a-c'urring

Test Last calendar month No
Jun 01, 2022 to Jun 30, 2022

Selected acco um's

100
**TEST FOR
“*TESTING OMLY**
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Then, you will see a notification box indicating that the report is processing.

Reports / reconciliation reports / Confirmation

We're running your report

O
I

This can take up to 4 hours, but you don't need to keep this page

—— | open.We'llemail you at apple.leetesting4658@mailinator.com
when the data is available for download.

Back to reports

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.

Beporls / Account reconcitiation reparts

Account reconciliation reports

Export billing details from one or more accounts over a specific period of time.

Available and pending reports

Report name .. Created on ]

I Duration Status
\ Last calend th
Test Jul 29, 2022 sk malenaarman Pending % Actions
May 31, 2022 to Jun 29, 2022
Viewing1-1

Rows per page . ¥
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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.

SELF-SERVICE PORTAL USER REFERENCE GUIDE

N\

Billing User access

ik Alexis
1.7 THOMSON REUTERS
Ellling User access Orders Subscriptions Reports Support Praofile
f Manage Signin [
&Im out /
~—
Profile
Click Profile from the icon on the top right-hand side next to your name.
ik Alexls
{7 THOMSON REUTERS \
Orders Subscriptions Reports Support { Profile )

Manage Sign In

Sign out

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.

Alexis

Status: Registered

Personal details

Name
Alexis

Email
alexis.test@abc.com

Phone
N/A

175

Alexis

Status: Registered

Personal details

First name
Alexis

<1 name can't be edited

Last name

Email
alexis test@abecom

Email can't ba editec

Phone (optional)

e
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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

Mame
Alexis

Email

alexistest@abc.com

Phone
N/SA

@ Profile updated
THOMSON REUTERS
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Manage Sign In

To manage your Thomson Reuters OnePass, including products, profile, and security options, click

SELF-SERVICE PORTAL USER REFERENCE GUIDE

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

i THOMSON REUTERS

Billing User access Orders

Subscriptions

Reports Support

@ Alexis

| Profile

/ Sign out

Next, follow the prompts to verify your identity.

Verify

N

Continwe

© &5 Ermail 2= ia

9 ARTWer pour sy

Select an suthentication methed.

Chesata a differant ma

hisd

Verify

Enter the code that you received via emal

Security code

]
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OnePass PROFILE

Navigate to PROFILE to view and edit your Personal information, Username or Password (see
illustrations below).

THOMS0N REUTERS
I PROFILE

Profile
PROFILE SETTINGS Personal information \
View Privacy Information ‘ fit )
Username )
First name
Password Al
Last nanme
Email

alexigtest@abe.com

Additional emails

THOMSGN REUTERS

TS | FROFILE |

Sign out

Profile

PROFILE SETTINGS Username ®
Personal information
Usermname

Password \
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THEMECS REUTERS
5 PROFILE - i, Mexis  Sign out

Profile

PROFILE SETTINGS Password ( Edit )

Personal information
Lsername
Password

/
/
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OnePass PRODUCTS
Navigate to PRODUCTS and click + Register a product.

THOMSOH REUTIRS

‘ PRODUCTS |

Products

You have no products associated with your profile.

-+ Register a product
=

N

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.

|

| PRODUCTS ‘ I

THOMSON REUTERS

Register a product

Add a new product registration key to your OnePass profile
Product
Select a prodisct -

Registration key

Custom label

Give this registration key a |abel 1o diferentiate it irom othe
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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).

THOMSON REUTERS

SECURITY Hi, Mexts  Slign out

Security

SECURITY SETTINGS / Two-step authentication

Two-step authentication Tv

Secur by questions else s able to access ywour profile,

Alternate passwaord

Two-step authentication Is disabled. Jit )
Authentication methods
Email

CUSTOM LABEL EMAIL

Profile Emall — DEFSULT alexis, test@abe.com

THOMSON REUTERS

| SECURITY | Hi, Al Sign out

Security

SECURITY SETTINGS SEEurity questions

Two S[L‘L" authentication We use security questions as another method of keeping your profile protected

Secu ritg,' qu estions

SECURITY QUESTION

What is your mother's maiden name? °

Alternate password
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THOMSON REUTERS

Security

SECURITY SETTINGS Alternate password

Two-step authentication

s product on an unsecured network, you

ord. It will be valid for 24 hours

Security questions

Alternate password
B

SECURITY | 41, Alox Sign out

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.

e Alexis
Y. THOMSON REUTERS

Billing User accoss Orders Subscriptions Reports Support Praofile

Manage Sign In [

-
|
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INFORMATION AND UPDATES
Click on the @ on the top right side.

® i 2

Information and updates

What's new o )
r‘-nll“'.'.' features and updates

Looking for something?

>
] Avallable and upcoming features
LIIC
Mat Where is my invoice PDF? 5
Ellling timing expectations
Mai
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.

] }{ —
Information and updates

Looking for something?

Avallable and upcamin j I TLres

k]

! Where is my invoice PDF?

HLLIng Hming expectation:
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Looking for something?
To view a list of available and upcoming features, click Looking for something?

@ 9

n x -
Information and updates

What's new e N
Mew features and updates

/;Cl-_.ﬂ.gkir.-lg for snmet.l'liirllt_-;.r.D 5
] Where is my invoice PDF?
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Next click either Available features or Upcoming features.

0

X

q Looking for something?

vailable features

Upcoming features
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SUPPORT

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

Billimg Lser access Orders Subscriptions Reparts Support

ACCOUNT numier:

Support

— | Quick links
O Westlaw Edge Training [

— m Westlaw Classic Training [

Practical Law Training CJ

Submit tickets to get help faster

.

& Lse tickels for issues related to your account or your arders. For halp l.S.il"lg Knuwledge Center D
products, 9o te Product Support .

= View and track all your tickets here, including tlicke1s we create when you call or

email ws,

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

Comite v 3 3D
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Next, under Topic, select either Account support or User and admin access. Then, click Next.

k.
Billing Uiser access Orrers Subscriptions Reparts Suppart

Accourn rambar.

Submit a ticket T—

o What can we help you with? ~

Topic

Account support g User and admin access

—@>

2 Which area can we help you with? w
3 What"s the main reason for submitting this ticket? w
F! Tell us a little more. w
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Follow the prompts to complete the ticket request. For an example of a ticket submission flow see the
illustrations below.

Submit a ticket

0 What can we help you with? -
Liser and admin acoess
° Which area can we help you with? ~
Category
\"!" Q Manage account users E‘éa Manage account admins
E:C] Manage product users |'=_||E| Account passwords
IEI Product passwords
@
3 What's the main reason for submitting this ticket? o
a Tell us a little more. w

submit a tECket Cancel and retusm o support

o What can we help you with? -

Ulser and odrin oocess

o Which area can we help you with?

Monage arcount users

o What's the main reason for submitting this ticket? ~
Reason
\l | need to add a user to my account. | nead to delste a user from my account.

| need to transfer a user to another account.

—t— Back

4 Tell us a little more. ~

189



i,/ THOMSON REUTERS"

SELF-SERVICE PORTAL USER REFERENCE GUIDE

Submit a ticket

What can we help you with?

L o e O

Which aren can we help you with?

L e

What's the main reason for submitting this ticket?

vty e el o e B e B ]

Tell us a little more.

Man: detais

Mrors

ZTNAT PR [ ETEET

Fifisd salbjal

et @ e e e Tl il | g ey e o R e

e e L R e o e e e g B P o S|

Ticieas descrigsier

Sy maacific desls o s D eETeY mmiEr e

“'

:]I'I'l"' BAE Tl W T

ENTL R R RER T L B

: Drep Fles e apdasd
: LY

i I Ll

; )

- (.

: Chema flas

B 7 i T T Lphood
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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.

Submit a ticket

n What can we halp you with?

Lo god peiruin sooem

Which area can we help you with?

A O |

acTount

o What's the main reason for submitting this ticket?

Tell us a little more.

More cetals

rore

i vkt

Arimw v A el e e i Gl e L gl

,/' I

(@)=

Cancel aas retum 9 Twpport

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

Artach i 12 poar mamage: Jopriona]
Evop Bleu s aplasd
=
(r -

-

faT] "‘I|

i

Chasa fas

7 e T LpAe
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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.

Subscriplians Reports Support

Billing User accoss Orders
ACroung namber;

Total dus (USD) Autopay Quick links

$44,449.62
Manage ¢-billing contacts
Payment history >

Sal up autapay and mever miss a due data.

Manage payment mathods

Includes a past due amount of
§34,429.32

oy

@ Chat with an Exper

[ Open | Paid invoices

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

*First Name *Last Name

*Email

*Subject

Start Chatting
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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.

Bitling Uiser acoess Orders Subscriptions Reparts supx-urr

Account numnber:

£~ Back to all tickets

Ticket details Attachments (0)

@ We're having trouble loading your ticket details. Try refreshing your browser. G} Wae're having trouble loading
your attachments. Try
rafreshing your browser,

o s Conversation history

=

@ 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.

() No PDF available

‘We couldn’t download the PDF for this invoice.

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.

(1) Couldn't download report

Try again shortly.
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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 contact information
9+ Contact 1:

First name Last name Email

||

+ Add another contact
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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.

Blhg Lk s [T T S [ Ripons: TAIDEO
Bt i P il
Total duwe (LIS Aulooay Ok links
534,?35-91 Bl 15 ) e a3 i A TIVETV eI Pe »
Hanags = hlln;l:-nli:l'\..IE:l ]
Paps=enl BHSay ]

S LN BRGS0 FeleRT IS & O dale.
Includes a past dus amcunt of

* gaamsm

S g

| Dpen | Paid invoices

Invoices and credit Expart apen inveice Lt bo file |i1

[T Tz Irvesice dase D by Snatus Eminin AISD)

QaaETIeen Sebcripnian Jan 01, 2022 lan T, G228 FaEyTEn perading 515429 E Esilans
R0z52523 Creddin 0o 12, 2020 : et =537 E Eetizm
LBOF4IBET Credi Oici W, 2020 Cipen LERT 3 Actian
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Then, view the Did you know popup window.

nlnan

and

Did you know?

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.

Dw"'{'::;‘th Online invoice billing timeframe expectations
4th Individual charges are visible, but invoice PDF is not yet available
4th _ gth e-billing emails are sent with invoice PDF attached to the email
Fth— gth Involce PDF is available for download from the self-service portal

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

ES—
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2) Click the® on the top right side and select Where is my invoice PDF?.

® i 1

— x —
Information and updates

What's new e 5
Mew features and updates

Looking for something?

Plar | =l el v Py ||||| a }
uig '
S~
Mai @r& is my invoice PDF? y
|:i..ll'.' T T e e D eI
Mai
Pay
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Next, click Billing timeframe expectations.

® O

— :;{ -

Where is my invoice PDF?

Billing timeframe ex;:ef_@

uic

.3

uEl

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.
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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.

Your account is suspended for non-payment

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

N ~,

#|
-

Call 1-800-522-0552 Email west.arcollection.inquiries@thomson.com
Available Monday to Friday from 7 AM to 5 PM CT. We'll get back to you within 2 business days.
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Unable to Chat with Live Agent

SELF-SERVICE PORTAL USER REFERENCE GUIDE

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).

$44,449.62

Includes a past due amount of
$34,429.32

@

A
I\.h Pay past due _-):

Onen Pairl inunires

Sal up aulepay and never miss a dus date,

Set up autopay

Billing Lser access Ordless Subscriptions Reports Support
Arcount number:
Billing
Total due (LISD) Autopay Quick links
$44'449- 62 Manage payment metheds
Pay total due Manage a-Billing contacts
B
Sl up autopay and never miss a due date. ayment history
® Includes a past due amount of
$34,420.32
| Paypastdue ) up autopay
Onen Paid invoices
Billing User accass Ordars Subscriptions Reports Support
Arcount rumber:
Billing
Total due {USD) Autopay Quick links

Manage payment methods

Manage e-billing contacts

Payment history

‘ @ Agent Offiine
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