Westlaw® Quick Reference Guide

Managing Your Westlaw Paralegal
Passwords Online

The Password Management feature within My Account at west.thomson.com allows you to easily
manage your Westlaw paralegal passwords. You can use the Password Management feature to

m view a list of active Westlaw passwords
m update or deactivate current Westlaw passwords

m request replacement Westlaw passwords

Registering for My Account

The first time you use My Account, you must register and set up a custom username and password.
Go to west.thomson.com and click My Account at the top of the page. Click Register Now at the
next page. Type your account number in the Enter Account # text box and click Continue. At the
next page, type your information in the appropriate text boxes and click Continue.

Note: If you have already registered, type your username and password in the text boxes in the
Sign In section and click Go.

Click My Account to
display the sign in page.
|
Home Email Sign Up Newsroom Sitemap Contact Us Tean

Products & Services Practice Centers Organizations Customer Support

Sign In
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Save time by managing your account information online.
Password:

Forgot your login informstion’? =

Register today and save 15% on your next online order.

Streamline account management tasks and make your life m
easier.

» Make online payments

= Create account history reports

» Check shipping status or order postage-paid return labels Can We Help?
» Manage your Westlaw passwords

s Print Westlaw billing summaries and client-user reports

Contact West »
Live Chat »
Call 1-300-328-4880

|

Registration page for My Account

If you are already registered,

type your username and

Click Register Now to
register and set up a
username and password.

and click Go.

Accessing Your Account Information
Once you have registered, go to west.thomson.com and click My Account. Then type your custom

username and password in the text boxes and click Go. The My Account page is displayed. This page
shows the account management information you can now access, including billing information, online

passwords, order information, and reports.

password in the text boxes

My Account is available
on the Web at
west.thomson.com.

For technical assistance,
call West Customer
Technical Support at
1-800-WESTLAW
(1-800-937-8529).

For general questions
concerning My Account,
call West Customer Service
at 1-800-328-4880.
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« Everything you need to know about your West
account, whenever you need it

My Account Administration

» Use your My Account features to keep your account
Change Address

information and communication preferences up to date
s0 we can serve you better
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Quick Account Search

Tou can order postage-paid return
labels? More »»

“fou can sign up for e-billing and
eliminate paper bills? More »»

‘fou can set up and send scheduled
reports to multiple addresses? More »»

Need Help With My Account? « Easy account management at your fingertips 24/7

My Account page

Under Online Passwords in the left frame, click Manage Passwords to display the Password Management page. Click any of the
links under Password Management to easily manage your West account. You can add passwords, edit contact information,
change passwords, deactivate passwords, view the password holder list, and manage preferences.

To find the password for a particular individual, type the individual’s first or last name or both in the text boxes in the Search
All Locations section and click Search.
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