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Welcome to West LegalEdcenter
Congratulations! As an administrator for your firm’s West LegalEdcenter subscription, you have a useful 
West LegalEdcenter Admi

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.

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.

Type your e-mail 
address or username 
and your password, 
and then click Go.

Figure 1. West LegalEdcenter home page

Click the plus/minus 
symbols to expand or 
collapse a heading.

Click a link to access 
a function.

Figure 2. Administrative Tools page



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

:

view 
en 
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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 
information in the Enter a Branch Name to search text box on the Branch Search page and th
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.

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.

Figure 3. Account Details page
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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 
West LegalEdcenter Admin

click Search Branch. Select the desired branch from the result list that is displayed.

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

4. Select a subscription.

5. Click Next.

The Subscription Details: Step 2 of 2 page is displayed, as shown in Figure 5.

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.

Select a subscription and 
click Next.

Figure 4. Subscription Details: Step 1 of 2 page

The details of the 
selected subscription 
are listed here.

Figure 5. Subscription Details: Step 2 of 2 page
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4. Enter the user’s first name, last name, and e-mail address in the text boxes.

5. 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. Choose Y (yes) from the Approval Needed drop-down list, if applicable. (This option is only ava
if the gatekeeper option is set to Restrict only selected users.) Clear the Send Notification e
to user check box if you do not want to send an e-mail message to new users notifying them
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.

Fill in all the fields for the 
new user, and then click 
Add to Continue.

Figure 6. Add New Users: Step 2 of 3 page

Click Edit to edit the 
information. Click 
Remove to remove 
the person from the 
subscription list. 

Figure 7. Add New Users: Step 2 of 3 page
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The information for the user you added is displayed. 

11. Verify that the information is correct. Click Edit on the Users Added toolbar to edit the person’s 
West LegalEdcenter Admin

information. Click Remove to delete the person from the subscription list.

12. 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 1 of 1 page is displayed, as shown in Figure 8.

4. Choose the subscription for the user from the Select Subscription drop-down list.

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

6. 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. Click Manage Users under Administrative Tools.

2. 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.

3. 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.

4. Select the user you want to delete, if necessary.

The Delete Users: Step 1 of 3 page is displayed, as shown in Figure 9 on page 6.

Choose a subscription for 
the registered user.
Type the registered user’s 
first and last name and 
former and current e-mail 
address, and then click 
Send Email.

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

6. To search for a group, choose the appropriate branch from the Branch drop-down list. You ca
search by West LegalEdcenter practice area and by practice group/department by choosing
the drop-down lists.

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

8. Click Next.

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

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.

Choose a subscription 
from the drop-down list.

To search for a group, 
select the branch, practice 
area, and/or practice 
group/department.

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

Figure 9. Delete Users: Step 1 of 3 page

Select the check box 
next to the users you 
want to delete, and 
then click Delete.

Figure 10. Delete Users: Step 2 of 3 page
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3. 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 
West LegalEdcenter Admin

E-mail Address text box.

4. To search 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 1 of 4 page is displayed, as shown in Figure 11.

5. Click Next. 

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

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.

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

To search for a group, 
select the branch, practice 
area, and/or practice 
group/department.

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

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

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



E-MAILING USERNAMES AND PASSWORDS

To e-mail users their username and password, complete the following steps:

. To 
by E-
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1. Click Manage Users under Administrative Tools.

2. Click Email UserName/Password.

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

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

4. To search for a group, choose the appropriate branch from the Branch drop-down list. You ca
search by West LegalEdcenter practice area and by practice group/department by choosing
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 1 of 5 page is displayed, as shown in Figure 14 on page 9

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

To search for a group, 
select the branch, practice 
area, and/or practice 
group/department.

Figure 13. Email UserName/Password: Step 1 of 3 page
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To search for a group, 
choose the branch, 
West LegalEdcenter Admin

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.

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.

practice area, and/or 
practice group/
department from the 
drop-down lists.

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

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

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

Figure 15. Enroll Users in Programs: Step 2 of 5 page
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9. Type the title of the program in the Search by Title text box or type a keyword in the Search b
Keyword text box.

10. Click Next. 

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

11. Select the program in which you want to enroll.

12. Click Next.

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

13. Click Enroll to confirm the enrollment.

Type the title of the 
program you want to 
find or type a keyword 
and click Next.

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

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

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

Click Enroll to confirm 
the enrollment.

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

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

1. Click Manage Users under Administrative Tools.

2. Click View User Details

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

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

4. To search 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.

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 Administrator.

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

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

To search for a group, 
choose the branch, 
practice area, and/or 
practice group/
department from the 
drop-down lists.

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

Click a name to access 
the user profile.

Figure 20. View User Details: Step 2 of 2 page
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To add an administrator, 
click Add. To delete an 
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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 follo
steps:

1. Click Run a Report under Administrative Tools.

2. Click Usage Report.

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








