
My Account

Account Management Made Easy 24/7
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My Account Features and Benefits

• Billing Information

– Make Payments

– View and Print Copies of Invoices 

– View Invoice Summary Details including Last Month’s 

QuickView usage

– eBilling Sign-up

• New! My Products Section

– New Manage Online Users/Passwords Section for 

Password Management

– Improved Orders and Returns Section with link to Priority 

Shipping

– Improved Returns process with Return Label
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My Account Features and Benefits

• My Reports

– New! On Demand Password List and Account 

Reconciliation reports available through My Reports

– Updated Scheduled Reports design

– Online Reports for Westlaw Usage with eAlerts

– Notification alerts for Credits and eBilling

• Landing Page Additions

– W9 Form link on the landing page

– My Account Interactive Demo 



4

New on My Account
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New! Manage Online Users/Passwords

• New and Improved Management of Online Account 

access

– Improved Searching and User Access Management

– New Mange Online Users/Passwords Page with access 

management (Add/Deactivate/Edit and Reset)

– Improved navigation between Users and Accounts

– Improved Add User process, with Edit and Remove table 

options

– New Duplicate User checking within Account
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My Products – Manage Online Users - Search

New improved Search from Select Account Page
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My Products – Manage Online Users –
Search Results

Complete user transactions directly from Search Results 
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My Products – Manage Online Users

Complete all Transactions from the 

Manage Online Users Page

Add a User or to Deactivate, Reset or 

Edit, select the user(s) and the 

transaction to complete

To look at a different account, click 

the “Select a Different Account” Link
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Manage Online Users – Add Users
New Add User form, complete 

information and select “Ok” to add the 

user to the transaction table.

Edit or Remove a user from the 

transaction table.

Select “Add More” to add additional 

users, or Submit to complete the 

request.
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My Products – Manage Online Users –
Duplicate Users 

New Duplicate User Search identifies potential duplicates when 

Adding new users.
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My Account – Orders & Returns

Search for Order and Delivery Information using Order or 

Delivery Number, or using the Lookup Feature 
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My Account – Orders Summary

View Order information by clicking on the respective Order # link, for 

Shipment Information click on the Delivery # Link. 

Select the date range to view a Previous Order.

Priority Shipping information is available on the Delivery Detail page.
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My Account – Returns and Reshipment

For a Postage Paid Return Label, or to 

select an item for Reshipment, check the 

item and select the Return or Reship button. 
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My Account – On Demand Reporting

On Demand Reports were added late 2008 to provide 

current information on Password Lists and Account History 

for selected accounts.
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My Account – Notification Alerts

• Simplify Account Management – Sign up for 

eServices Alerts!

– eBilling – receive an email when invoices are available for 

payment when you sign up for eBilling

– eUsage Report Alerts – sign up to receive a notification 

when online usage reports are available for viewing 

through My Account.

– Credit Alert – not sure when your return credit will be 

posted? Sign up for Credit Alerts to be notified whenever 

a credit is posted to your account.
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My Account – Coming Soon to My Account

• New and Improved My Account Administration

– A redesign of the My Account Administration tool makes 

adding and updating My Account users and permissions 

easier

– Improved process for Location Change of Address

• Manage Multiple Online Users with an Upload New 

Users feature

• Improved Registration process for User Detail 

Report Alerts 


