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Quick Reference

LexisNexis® Account Insights may be accessed
directly at https://accountinsights.lexisnexis.com or

What is

LexisNexis® Account Insights is a new, enhanced solution that

provides greater flexibility for cost recovery customization.

via LexisNexis ® Account Center. For a full tutorial of
this product, please review the “Quick Tutorial” on

the homepage.

Create Report

1.

Select the Create Report tab on the left of the
screen.

2. Select a Date Range for your report.

. Apply a Custom Allocation template (existing

will show in dropdown).

. Add a Report Layout OR select a Standard

Report Selection.

Custom Allocation Template

1. Select the Custom Allocation Template
tab on the left of the screen.

2. Enter a name for the template.

3. Select the Shared Level for this
template.

and click Sign-In.

. Under Report Filters, selecting a filter allows

you to include or exclude those filter attributes
from your report.

. Select User Display. The default is ‘All Use'.
. Under Currency Settings, click United States

Dollar to update to a different currency.

Report Layouts

Click Report Layouts tab.
Click Create Report Layout.
Name and select the Shared Level.

Select the Base Report for the template.

On the LexisNexis ® Account
Insights sign-in screen, type

your ID and password (same as

your product ID and password)

You can also login via
LexisNexis ® Account Center
by clicking the LexisNexis

Account Insights link.

8. Select Download Settings if changes are
needed.

9. Select View or Download to run the report.
10.If View is selected, the report can be edited
in the upper right-hand corner by clicking

Actions.

Scheduled Reports

1. Create a Report.

2. Select View for the report.

3. Select Actions in the upper right-hand
corner and click Save as Scheduled
Report.

4.  Enter a name for the report.
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6. Under Custom Allocation Template
Filters, all categories are included by
default. If excluding items, they will not
have usage amounts allocated to them,
but the excluded items will be included
in the report.

7. Click Save in the lower left corner.

header.

Click Next in the bottom right of the
page.

Save the Report Layout on the following
page.
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default to HTML.

10. Select Download Settings if changes are
needed.

11. Update Send Report the To, Subject, and
Message. The message is optional.

12. Click Save at the bottom.

Delete Template or Report

Click tab associated with the
template or report.

Edit Template or Report

1. Click tab associated with the 1.
template or report.

2. Hoverand click the i nextto 2. Hoverand click the i nextto
the report’s name. the template’s name.

3. Select Edit Report. 3.  Select Delete.
Continue through to update 4. Click Delete to remove the

the report. template.

5. Click Save at the end.
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