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Welcome to West LegalEdcenter

Congratulations! As an administrator for your firm’s West LegalEdcenter subscription, you have a useful
set of administrative tools at your fingertips to manage the professional development and continuing
legal education (CLE) requirements of the attorneys in your organization.

Getting Started with the Administrative Tools
To get started with the West LegalEdcenter administrative tools, complete the following steps:
1. From your Web browser, access West LegalEdcenter at www.westlegaledcenter.com. Under Sign
In, type your username and password in the text boxes, then click Go to sign on, as shown in
Figure 2.

WestLegalEdcenter®

Welcome My CLEKnowledge Centerst Search Catalog State Requirements Content Partners
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Figure 1. West LegalEdcenter home page
2. Click Admin in the top right corner. (This option is available to firm administrators only.)

The Administrative Tools page is displayed, which allows you to access the administrative tools, as
shown in Figure 3.

WestlLegalEdcenter*

Welcome My CLE Knowledge Center Search Catalog State Requirements Content Partners.

MName: Demo Dema
Administrative Tools Firms Demo La Firm 2
SAP Bill to Customer Hum:
Click the plus/minus s
Expand 21

vElcome to the news and improved VWest LegaEdcenter Administrstor vwekste, You can now easly manage your
[} Hanage Account subscription, track user complince, and creste customized emal communications . Ve hope the expanded functionality wil
allows you and your organizalion Lo work smarter and meke the mast of your West LegaEdcenter subscription

symbols to expand or

collapse a heading. [E-ansge users
[-Fun = Report To learn more about the recent enhancemerts, pleass refer 1o the updated Adimistrator Guide (ink ta new admin guide -
not sre what URL will ke). 1 you have any questions or need adoiional informetion of training, feel free to contact us st
[Etanage Credts
SupscrptonswestiEedcerter con
[E-Hanage Firm Practice Groups
[ Gustonizations Choose one of the most used functions:
[}-Desumentation ‘ol Users
H i Contact s Enroll Users in Programs
Click a link to access [Ef-comct s S —
Runa
a function. fun & complisnce Report

0Or, select from the full menu on the left.

Figure 2. Administrative Tools page
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Managing Account

You can manage your firm’s West LegalEdcenter account by viewing account details and subscription

details.

VIEWING ACCOUNT DETAILS

To view information about your firm’s West LegalEdcenter account, complete the following steps:

1. Click Manage Account under Administrative Tools.

2. Click View Account Details.

3. If you haven't already selected a branch, type the name of the branch for which you want to view
information in the Enter a Branch Name to search text box on the Branch Search page and then
click Search Branch. Select the desired branch from the result list that is displayed.

The Account Details page is displayed, as shown in Figure 3.

Expand Al
[ Mansge Account
>> View Account Details
>> View Subscription Detals
Manage Users
Runa Report
Manage Programs
Manage Credts
Manage Firm Practice Groups
Customizations
Dogumertation
Contact Us

Sdmnstraive Tools > Account Information > Account Details

Demo Law Firm  Account Details

g

test
test, 47 55123
565.555.5555

@test.cam

Segm

Field Sales Division:
Key Connect:

Firm CLE Bulletin:

Fareign
false
false

Go to Main Menu

Figure 3. Account Details page

VIEWING SUBSCRIPTION DETAILS

To view details about your firm’s West LegalEdcenter subscription, complete the following steps:

1. Click Manage Account under Administrative Tools.

2. Click View Subscription Details.
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3. If you haven't already selected a branch, type the name of the branch for which you want to view
information in the Enter a Branch Name to search text box on the Branch Search page and then
click Search Branch. Select the desired branch from the result list that is displayed.

The Subscription Details: Step 1of 2 page is displayed, as shown in Figure 4.

Expand &1 Administrative Tools » Manage Account > View Subscription Details
=zt Subscription Details: Step 1 of 2

> Yiew Accourt Details

To view your subscription details, please Select your subscriptian from the it below and click Next

Select a subscription and

i Report Name CrestedDate & Start Date & Expiration Date & Status &
click Next. nefie
tenage Programs I~ subcription 1 Feh 20, 2007 Feh 20, 2007 TueDec @1 235959 CST 2839 [active
5 Menage Creclts FRows PerPage: (20 | Total:1
& Manage Firm Practice Groups < Cancel @ i

Customizations

Figure 4. Subscription Details: Step 1of 2 page

4. Select a subscription.
5. Click Next.
The Subscription Details: Step 2 of 2 page is displayed, as shown in Figure 5.

Expand Al Adminsiraine Took > Manage Account > View Subscription Details
(RgFRcrecay Subscription Details: Step 2 of 2
>> View Account Detaiis

The details of the
selected subscription |

Below are the detaiis of your subseription. If you have any questions, please contact subseriptions @w estiegaledcenter.com.

e Firm Name: WEG
are listed here. o SAP Bill to Customer Hum: 1000000000
Manage Credis ‘Subscription Name: WEG
Subscription Status: Active
Hanage Firm Practice GroU2= s ap Subscription Material lumber: ONA11111
g 0188800011
Documentation ‘Start Date (mmidaryyyy): 1012112008
End Date (mmiddiyyyy): 0612412010
Contact Us Number of Seats: 1000
Number of Seats Used: 63
Monthly Bill No

<< Back ReturnToAdmin  >>

Figure 5. Subscription Details: Step 2 of 2 page

Managing Users

You can add users to your firm’s subscription so they can enroll in West LegalEdcenter programs under
your organization’s subscription. As an administrator, you can add users who have previously registered
at the West LegalEdcenter site or users who are new to the site.

You may want to add a user who has not yet registered with West LegalEdcenter. To register and add a
new user to your firm’s subscription, complete the following steps:

1. Click Manage Users under Administrative Tools.
2. Click Add New Users.

3. If you haven't already selected a branch, type the name of the branch for which you want to view
information in the Enter a Branch Name to search text box on the Branch Search page and then
click Search Branch. Select the desired branch from the result list that is displayed.

The Add New Users: Step 2 of 3 page is displayed, as shown in Figure 6 on page 4.
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Expand Al Admnistrative Tooks > Manage Users > Add New Users

B Hacaszconnd Add New Users: Step 2 of 3
& Manage Users

> Enter the information for up to 20 new users. Clicking on "Add to Continue” wil add the user's information to the table below. To continue, cck “Next

>» Add Registered User To Subscription
Selected Subseription: WEG
= Cezhl Available Seats: 637

>> Edit User Profiles.

>> Email Userlame/Password Already registered? Assign existing user to subscription.
>> Enroll Users in Programs

Fiekds marked with a * are required
>> View User Detais ndex

>> AddiDelete Administrator

First Name * Last Name * Emal Address *

[ Run a Report [oc | [domes

[& Manage Credits Licensed In* Primary Practice Area Secondary Practice Area

[} Manage Firm Practice Groups [Minnesota ~|  [Anttust & Trade Reguiation ¥ [~ Busiess of Law v
[ Customizations Practice Group/Department Branch * Approval Needed

& Documentation Practice Group/Department |

I s e “""”%Tbm
Fillin all the fields for the

new user, and then click Users Added:
Add to Conti Clck B4t to update a person's nformation or Remove' o remove the person from the st of people to be added to the subscripton.
to Continue. First | Last Licensed | Primary Secondary | Practice Approval Send
Edit Remove | yame | Mame FMal|in Practice Practice Group [N feeded | Hotification

Figure 6. Add New Users: Step 2 of 3 page
4. Enter the user’'s first name, last name, and e-mail address in the text boxes.
Choose the jurisdiction in which the user is licensed from the Licensed In drop-down list.

6. Choose the user's primary and secondary practice areas from the Primary Practice Area and
Secondary Practice Area drop-down lists.

7. Choose the practice group or department where the user works from the Practice Group/
Department drop-down list.

8. Choose the branch where the user works from the Branch drop-down list.

9. ChooseY (yes) from the Approval Needed drop-down list, if applicable. (This option is only available
if the gatekeeper option is set to Restrict only selected users.) Clear the Send Notification e-mail
to user check box if you do not want to send an e-mail message to new users notifying them of
registration and providing them with a temporary password.

10. Click Add to Continue.
The Add New Users: Step 2 of 3 page is displayed again, as shown in Figure 7.

Expand Al STTvE 190 = Manage Users = Add New Users

(RgFRcrecay Add New Users: Step 2 of 3
[E Manage Users.

e Enter the information for up 1o 20 new users. Clicking on “AGd to Continue” wil add the user's information 1o the table below. To continue, ek “Hext

>» Add Registered User To Subscripon
clected Subscription: IWEG
®EEbl=o Available Seats: 37

> Edit User Profiies.

>> Email UserNamePassword Already registered? Assign existing user to subscription.
>> EnrollUsers in Programs

Fiekds marked with a * are required.
>> View User Delais ndex

>> Add/Melete Administrator

First Name * Last Name * Email Address *
(5 R Repor foc | e
[ Manage Credits Licensed In* Primary Practice Area Secondary Pracics Area
: . . [ Manage Firm Practios Groups. [Minnesota v| [Anttust & Trade Reguiation ~| [~ Business of Law v

Click Edit to edit the
. . . [ Customizations. Practioe Group/Department Branch * Approval Needed
information. Click A Practice Group/Department ¥
Remove to remove [ Contact Us Send Notification emall to user

the person from the == “  ranmcom ciear

o Tsers Adaed
subscription list.

Click it to update a person's information or ‘Remove' to remove the person from the lst of people to be added to the subscription

First | Last Licensed | Primary | Secondary | Practice Approval | Send
Edit | Remove |yame ame Email in Practice | Practice | Group """ | Nleeded |Noffication
Anttrust 5

bc  ionce fdconeo@tnomsan comimnssaia Trace

Regulation

<

Figure 7. Add New Users: Step 2 of 3 page
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1.

2.

The information for the user you added is displayed.

Verify that the information is correct. Click Edit on the Users Added toolbar to edit the person’s
information. Click Remove to delete the person from the subscription list.

Click Next.

The Confirmation page displays the users you have added.

ADDING A REGISTERED USER

To add a registered user to your firm’s subscription, complete the following steps:

1. Click Manage Users under Administrative Tools.

2. Click Add Registered User to Subscription.

3. If you haven't already selected a branch, type the name of the branch for which you want to view
information in the Enter a Branch Name to search text box on the Branch Search page and then
click Search Branch. Select the desired branch from the result list that is displayed.

The Assign Registered Users: Step 10of 1page is displayed, as shown in Figure 8.
E-tenage Acoount Assign Registered Users: Step 1 of 1
Choose a subscription for 7 e Sserpen besls ool o ettt s st ilpisioiiigeisontdiis
. B Manage Users: subsctiptiong v estlegaledcenter com
the registered user. o skt Lisare
Type the registered user’s - v
first and last name and > BEEDIED
former and current e-mail - Z""fze”’:"‘t , .
address, and then click u :
Send Email. R <« o Gonsem) -

6.

Figure 8. Assign Registered Users: Step 1of 1 page
Choose the subscription for the user from the Select Subscription drop-down list.

Type the user's first name, last name, former e-mail address, and current e-mail address in the text
boxes.

Click Send Email to send an e-mail to the registered user notifying him or her of registration.

DELETING A USER FROM A SUBSCRIPTION

To delete a user from a subscription, complete the following steps:

1.
2.

Click Manage Users under Administrative Tools.

Click Delete Users. If you have already selected the branch from which you want to delete a user,
skip to step 5.

The Branch Search page is displayed.

Type the branch name for which you want to delete users in the Enter a Branch Name to search text
box and then click Search Branch.

Select the user you want to delete, if necessary.

The Delete Users: Step 10of 3 page is displayed, as shown in Figure 9 on page 6.
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xpand Al Administrative Tools > Manage Users > Delete Users.

Manage Account
(B Delete Users: Step 1 of 3
EManage Users
»> Add Newr Lisers To delete users from your subscription, enter your search information and click Next'. Users will be remaved from your subscription but will remain in
A the st LegelEdcenter detabase
Choose a subscription > Add Registered User To Subscription
from the drop-down list. ~»\
>> Edt User Profies Select Subseription: [subswiption 1 7

>> Email UzerbamePassword

TO[ Seargh gor a %rOUp’ . »5 Envoll Users in Prograims Search for a Group
selectthebranc ,pract|ce > iow Lt Detals e
area, and/or practice [ omanamnt el |
group/department i Search by WLEc Practice Arca: [l 5
: [enage Credits Search by Practice GroupDept: [A1 5
[El-tanage Firm Practize Groups
5 Search for Individuals
[El-customizstions
To search for an individual, (B Seareh for Hames Containing:
type the name or e-mail [ty Search for Names by E-mail Address:

address in the text boxes.

== Cancel (Hext) =»

Figure 9. Delete Users: Step 1 of 3 page
5. Choose a subscription from the Select Subscription drop-down list.

6. Tosearch foragroup, choose the appropriate branch from the Branch drop-down list. You can also
search by West LegalEdcenter practice area and by practice group/department by choosing from
the drop-down lists.

7. To search for an individual, type the user's name in the Search for Names Containing text box. To
search for names by e-mail address, type the user's e-mail address in the Search for Names by E-
mail Address text box.

8. Click Next.
The Delete Users: Step 2 of 3 page is displayed, as shown in Figure 10.

Eerl| ok - Marage U
M. Act it
[Creete=n Delete Users: Step 2 of 3
[Ef-Manage Users
os AcdNewUsers Gk e box next 1 he user(5) you woul ke o Delete then clck on e Delele button
Select the check box +» Akt Regs eredUser To Subscrpion
Select Al Gear A1
next to the usersyou = R R N N R R R
»> Edit User Profies Select v Name ~ Log an Username v Password v Branch w Updated Date v Updated By v

want to delete, and
then click Delete.

o= EnalUsaianePwoad [omacay [ crvemancon || severs | weresos ||z || omyorma |

>> Enrall Users nPrograms. ~ Letierman, Davidl efierman @msn.con password Datzs Mar 6, 2007 David Lefierman

£D W= ] Moore, Demi dmoore@vahoo com password Minneapois. Mar 13, 2007 DemiMoore
[z [t Wikans, Ted [ password Mimeapols Mar 13, 2007 Ted wiaams
[CFre==t=D n Edson, Thomas Teoon@yanoo com pmswrd Mmeapois M 6, 2007 Thomas Edeon
[E-Manage Fim Prastis Groups

() doe, john Hemsn.con passward Mineapoks Mar §, 2007 john doe
[H-Customzatans
RowsPerPage : [10 & Total:6
— w: [0 @
<< cancel Back (Delete )»»

[E}-Contactus

Figure 10. Delete Users: Step 2 of 3 page
9. Select the check box next to the users you want to delete and then click Delete.
The Delete Users Confirmation: Step 3 of 3 page is displayed.

10. To confirm the deletion, click Confirm.

EDITING USER PROFILES
To update the profile of an individual or group, complete the following steps:
1. Click Manage Users under Administrative Tools.

2. Click Edit User Profiles.
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3. Tosearch for an individual, type the user's name in the Search for Names Containing text box. To
search for names by e-mail address, type the user’s e-mail address in the Search for Names by

E-mail Address text box.

4. Tosearch for a group, choose the appropriate branch from the Branch drop-down list. You can also
search by West LegalEdcenter practice area and by practice group/department by choosing from

the drop-down lists.

The Edit User Profiles: Step 1of 4 page is displayed, as shown in Figure 11.

To search for an
individual, type the

Expand A1

B Manage Accourt
>> View Account Details
>> View Subscription Detsils
B Manage Users

> Ak New Users

Afmrisiralve Toos > Manage Users > Edit User Profiles

Edit User Profiles: Step 1 of 4

To undate the profile for an indivicual or & oroug, enter your Search information betow and click Mext. Vou can et by
changing the branch, adding a practice area or group, delefing & practice area or group, or changing a subscription

Search for Individuals

name or e-mail address
in the text boxes.

To search for a group,
select the branch, practice

> Akl Registered User To Subscription
> Delete Users

> Email UserlamerPassword

> Envoll Users in Programs

> View User Detals

Search for Names Containing:

Search for Names by E-mail Address:

Search for a Group

Branch: | Al

area, and/or practice
group/department.

[EFRun & Report
[ Manage Programs

[ Manage Credits

Seareh by WLEc Practice Area: [ A1l

L]

Search by Practice GroupDept: [ A1l

<« cancel »

Figure 11. Edit User Profiles: Step 1of 4 page

5. Click Next.

The Edit User Profiles: Step 2 of 4 page is displayed, as shown in Figure 12.

[Expana A1

Select the check box
next to each user you

[E-anage Account
[Suanage users
>> AddNewUsers

> Add

>> Email UserName/Password
>> Enrol Users n Programs.
>> View User Delais

[#-Run aReport

[H-Manage Credis

‘Adm s rafive Toos >Manage Users > Edit User Profiles

Edit User Profiles: Step 2 of 4

Giok the box next o ihe user (s) you would ke to Edit then click an e edit bution

SeleclAl  Clear A1

> Dekele Users.
Sekct ©

want to edit and click

[E}-Manage Frm Practee Groups

TITI?ITI?ITITI?ITIH

Name & Log on Username ¥

Davis Brian bdavis @homson.com
Dog Linga bro@yahoo.com
Dyian, Bob BD@hoimai.com

Edson Thomas Tedson@yahoo.com

Engish Bob BE @msn.com
Next [H-customizatons
i Gordan Jeff gordy@yahoo.com
[E}-Documenation
[ff-corttus Grang Gary corant@yahoo com
Hanson, Naney, Nhansoney com
Koz David dkos € hamsan.com

Rows PerPage Total :17

First (I~ 1117 Last

J

<= Back Cancel

Password ¥

password
password
paseword
password
password
password
password
password

password

Branch &

Dalas
Mineapois.
Minezpois
Minezpois.

St Paul
St Paul
Mineapois.
Demo LawFrm 2

StPaul

Figure 12: Edit User Profiles: Step 2 of 4 page

6. Select the check box next to each user you want to edit and click Next.

The Edit User Profiles: Step 3 of 4 page is displayed.

7. Make your changes and click Next.

The Edit User Profiles: Step 4 of 4 page is displayed.

8. Click Confirm to confirm the changes.
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E-MAILING USERNAMES AND PASSWORDS

To e-mail users their username and password, complete the following steps:
1. Click Manage Users under Administrative Tools.
2. Click Email UserName/Password.

The Email UserName/Password: Step 1of 3 page is displayed, as shown in Figure 13.

e Al Trinislais ook > Manage Users > Email Username Password
CHEEgp Az Email UserName/Password: Step 1 of 3

>> View Aceount Details
To search for an > View Subserilion Deteis To send users an smail with heir username and password, enter your search informetion and olick 'Next.
T [} Manage Users
individual, type the name o A N Usere Search for Individuals
or e-mail address in the >> Add Registered User To Subseription Searchfor lames Containing: | |
text boxes. 77 Dekte Users Scarch for Names by E-mail Address:

>> Eoit User Profiis

Search for a Group

To search for a group, >> Enroll Users in Programs Branch:
selectthe branch, practice > view User et Scarch by WLE Practice Arca:
area, and/or practice B Funa Report Search by Prastice Groupopt:
group/department. i

Figure 13. Email UserName/Password: Step 1of 3 page

3. Tosearch for an individual, type the user's name in the Search for Names Containing text box. To
search for names by e-mail address, type the user's e-mail address in the Search for Names by E-
mail Address text box.

4. Tosearch for a group, choose the appropriate branch from the Branch drop-down list. You can also
search by West LegalEdcenter practice area and by practice group/department by choosing from
the drop-down lists.

5. Click Next.
The E-mail UserName/Password: Step 2 of 3 page is displayed.

6. Select a check box next to the users you want to send an e-mail to and click Next.

ENROLLING USERS IN A PROGRAM

To enroll users in a program, complete the following steps:
1. Click Manage Users under Administrative Tools.
2. Click Enroll Users in Programs.

The Enroll Users in Programs: Step 10of 5 page is displayed, as shown in Figure 14 on page 9.
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To search for a group,
choose the branch,
practice area, and/or
practice group/
department from the

Expand Al
[E- Manage Accourt
>3 View Accourt Detais
>3 View Subscription Detais
(5 Manage Users
2> Add New Users
>> Add Registered Liser To Subscription

>> Delete Lisers

Tools > Manage Users > n Programs

Enroll Users in Programs: Step 1 of 5

To enrollusers from your subseription in = program, enter your search information and ok ‘Hext.

Select ipti
subeription 1

Enroll a Group

drop-down lists.

To search for an
individual, type the name

>> Eit User Profiles
>> Emai UserNamesPassword
>3 View Liser Detsils

[E-Run a Report

[E- Manage Programs

Search by WLEc Practice Area: | All
Search by Practice Group/Dept: | All

Enroll Individuals

or e-mail address in the
text boxes.

[E- Manage Credts

[E- Manage Finn Practice Groups

[ Custorizations

b
Searchfor tames containg: ||

Search for Names by E-mail Address:

<< Cancol ((Hoxt) >

Figure 14. Enroll Users in Programs: Step 1of 5 page

3. Choose a subscription from the Select Subscription drop-down list.

4. To enroll a group, choose the appropriate branch from the Branch drop-down list. You can also
search by West LegalEdcenter practice area and by practice group/department by choosing from

the drop-down lists.

5. To enroll an individual, type the user's name in the Search for Names Containing or Search for
Names by E-mail Address text boxes.

6. Click Next.

The Enroll Users in Programs: Step 2 of 5 page is displayed, as shown in Figure 15.

Select the check box next to
the users you want to enroll
in the program and click
Next.

Expand Al
[EManags Acoount
>> View Accourt Detas
>> View Subscription Details
[ Manage Users
>> Add New Users
>> Add Registered Lissr To Subscriction

>> Delete Users

Tools > Manage Users > in Programs

Enroll Users in Programs: Step 2 of 5

Clickthe biox next ta the user(=) you would like o enall then click on the nest button.

Select &l Clear &1

>> Ecit User Profilss
>> Email UserNamePassword
>> View Uiser Details

[ERun & Report

[E-Manage Programs:

[ Manags Credits

[E-Manage Firm Practics Groups

[E Customizations

[E Documentation

[EContact Us

Select ¥ Mame ¥
W Cooper, Alice
[ Davis,Erisn
2 Edison, Thamas
2 Grand, Cary
2 Koz, David
[ Letierman, David
W Moore, Demi
2 Peick, Becea
2 Williams, Ted
W doe, john
Rows Per Page Total 111
First 1-10 -1 Last

<< Back Cancel (lext) >

Figure 15. Enroll Users in Programs: Step 2 of 5 page

7. Select the check box next to each user you want to enroll in the program.

8. Click Next.

The Enroll Users in Programs: Step 3 of 5 page is displayed, as shown in Figure 16 on page 10.
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Type the title of the
program you want to
find or type a keyword
and click Next.

Expanct A1l
[5- Manage Accourt
>> View Account Detsils
>> View Subscrigtion Detals
(& Manege Users
>> Add New Users

>> Add Registered Liser To Subserigtion

Ldmnetraive Tools > Manage Users » Enroll Users In Programs

Enroll Users in Programs: Step 3 of 5

Enter the name of the program and cick Next!

Search Programs

>> Delete Users

>> Edlt User Profiles

[—— ]
R

J—— ]

<< Cancel Back Advanced Search (Next) >»

Figure 16. Enroll Users in Programs: Step 3 of 5 page

9. Type the title of the program in the Search by Title text box or type a keyword in the Search by
Keyword text box.

10. Click Next.

The Enroll Users in Program: Step 4 of 5 page is displayed, as shown in Figure 17.

Select the program
in which you want to
enroll and click Next.

M.
12. Click Next.

Epanct an
[E-Manage Accourt
>> Yizw Accourt Details
>> Yiew Subscription Details
[E-Manage Users
>> Add New Uisers
>> Add Registered Lser To Subsorition
>> Delete Users

>> Edit User Prafiies

Adminisirative Tools > Manage Users > Enroll Users In Programs.

Enroll Users in Programs: Step 4 of 5

Select a program to envoll users in and click Next. Only one program can be seiected

Heyward search term: deme.

Select & Program Name & Type & Format &

[ Advanced Trisl advocacy In Mississipal: Jury Selection znd Demanstretive

Evidence Freviously Recorded Video

>> Email UserNamePassward

Cortact Us

[ Advanced Trel icvacecy in Tennessee: Demanshrafive Evidence, Crass- Ereviousty Recorded Video
Examination, Ethical Issues and Closing Arguments v

Asvanced Trisl Agvocacy in North Caraling - D Evidence, Cross-

T Examination, Ethics and Closing Statsmerts Video
Litigating Medlical Maloractice Claims: Cases to take, Cases to Avoid; Developing
I~ the Case for the Plainitt; Developing the Damage Case for the Plaintitt and Use  Previously Recorded Video

of Demonstrative Evidence
[~ Professionaism: Being aReal Gem, Mot Just Polshed Stone from the Mning for
Legal Nuggets Series
[~ Poweriul Evidence in Arizona Cii Liigation eal, Dopumentary and
D Evidence

Previously Recorded Video

Previously Recorded Video

Raows Per Page
1-10-

First

Cancel @ 3>

Figure 17. Enroll Users in Program: Step 4 of 5 page

Select the program in which you want to enroll.

The Enroll Users in Programs: Step 5 of 5 page is displayed, as shown in Figure 18.

Click Enroll to confirm
the enrollment.

—]

Expanct A1l
[5- Manage Accourt
>> View Account Detsils
>> View Subscrigtion Detals
(& Manege Users
>> Add New Users
>> Add Registered User To Subscrigtion
>> Delete Lisers
>> Eit User Profiles
>> Emil UiserName Password

>> View User Detsils

Runa Repor

Manage Programs
Manage Credts

Manage Firm Practice Groups

Ldmineiraive Tools > Manage Users > Enroll Users In Programs

Enroll Users in Programs: Step 5 of 5

fre you sure you want ta enrol the folowing users inthe selected program?

Selected
Program:

‘Section 337 Litigation at the ITC, Wilfuiness Substantively andl ts Procecural Impact, and  Previously
Demanstretion & Critique of & Closing Argument, from Patent Litigetion 2004 Recorded

First Hame Last llame

Aice Cacper
Brian Davis
Thomas  Edison
cary Grand
David Hos
David Letterman
Denmi Moore

Peick

<< Back Cancel

Figure 18. Enroll Users in Programs: Step 5 of 5 page

13. Click Enroll to confirm the enrollment.
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VIEWING USER DETAILS

To display users in a program, complete the following steps:

1. Click Manage Users under Administrative Tools.

2. Click View User Details

The View User Details: Step 1of 2 page is displayed, as shown in Figure 19.

Expand &l

To search for an
individual, type the

Manage Account

B Manage Users

> Add New Users
2> Add Registered User To Subscription

== Delete Users

Administrfive Tools > Manage Users » User Details

View User Details Step: 1 of 2

To gata user's profiles, enter your search informstion and cick ‘Next.

name or e-mail address
in the text boxes.

To search for a group,

choose the branch, R

== Edft Liser Profiles
== Emal UserNameiPassword
== Enroll Users in Programs

un & Report

Manage Programs

Search for Individuals

Search for Names Containing:

Search for llames by E-mail Address:

|
|

practice area, and/or
practice group/

department from the B

Manage Credis

Manage Firm Practice Groups

ustomizations

Search for a Group

Search by Practice Group/Dept: | All

Branch: | 4l v

v
v

< Caneet Cato)

drop-down lists.

Figure 19: View User Details: Step 1 of 2 page

3. To search for an individual, type the name or e-mail address in the text boxes.

4. Tosearch for a group, choose the branch, practice area, and/or practice group from the drop-down

lists.

5. Click Next.

The View User Details: Step 2 of 2 page is displayed, as shown in Figure 20.

Expand &l

Click a name to access

Manage Account
5 Manage Users
>> Add New Users
== Add Registered Liser To Subscriction
>> Delete Lsers
>> Eclt User Profles

> Emal UserNameiPassword

Adminisirative Tools > Manage Users > View User Details

View User Details Step: 2 of 2

Click o the linked name ta 9010 the profile. When you sre done, click on the 'Exit link on the left side of the page

Name &

Cooer, Alce

the user profile.

== Envoll Users in Programs
Fun 2 Report

Manage Programs

Manage Credis

Manage Firm Practice Groups
Customizations
Documentation

Contact Us

Davie, Brisn
Dog. Linda
Dylan, Bob
Edison. Thomas
English, Bob
Gordan, Jeff
Grand, Cary.
Hangon, Neney
Kos. David

Log on Username & Password & Branch &
aliczc@yahos com passward Dallas
briavisg@tomson com password Dallas
ird@yahoo som password Minneapols
ED@hetmi com password Minnespols
Tedison@yshoo com password Minnespols
BE@msn com passward St Paul
gordy@yahoa com password St Paul
carar@yahon.com password Minneapols
Mhanson@ie.com password Demo Law Fim 2
dkos@thomson.com password St Paul

Rows PerPage Total 17
First 110 11-17 Last

< Back

Cancel >

Updated Date. & Upclated

Al Cooper
Brian Davis
Linda Dog
Bob Dylan
Thomas Edisol
Bok English
Jet Gordan
Cary Grand
Mancy Hansor
David Hos

Figure 20. View User Details: Step 2 of 2 page

6. Click a name to access the user profile.

ADDING, EDITING, OR DELETING ADMINISTRATORS

You can add, edit, or delete an administrator by completing the following steps:

1. Click Manage Users under Administrative Tools.

2. Click Add/Delete Administ

rator.

The Add/Edit/Delete Administrator page is displayed, as shown in Figure 21 on page 12.
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To add an administrator,

click Add. To delete an
administrator, select the

check box next to the name

of the administrator you

want to delete, and then —
click Delete.

To edit an administrator’s
role, click the name of the

administrator, then //
choose Primary Admin or
Secondary Admin

from the Role drop-down
list.

Figure 21. Add/Edit/Delete Administrator page

Adding an Administrator
Complete these steps to add an administrator:

1. Click Add to add an administrator.
2. Type the new administrator's e-mail address in the Enter user’s email address text box.

3. From the Role drop-down list, choose Primary Admin if the administrator is a primary
administrator or select Secondary Admin if the administrator is a secondary administrator.

4. Click Save.

Deleting an Administrator

Complete these steps to delete an administrator:
1. Select the check box next to the name of the administrator you want to delete.
2. Click Delete.

The administrator's name is removed from the administrator list.

Editing Administrator Information

Complete these steps to edit an administrator’s role:
1. Click the name of the administrator that you want to edit in the Name column.
2. Choose Primary Admin or Secondary Admin from the Role drop-down list.

3. Click Save.

Running Reports
CREATING A USAGE REPORT

You can generate a usage report based on your firm’s subscription usage by completing the following
steps:

1. Click Run a Report under Administrative Tools.

2. Click Usage Report.
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