How to view invoice
and payment history

The LexisNexis® Account Center tool allows Administrators the ability to view
their payment history.

Lexis Nexis Account Center (LNAC) can be accessed by following either steps
below:

1. You can access this Lexis Nexis Account Center link directly and log in using your
user ID and password

LexisNexis® Account Center

o Welcome to your

| | LexisNexis account
ot administrator portal

Forgot your ID or passwor d?

Use of this service is subject to terms & conditions.

2. Take the following steps to access LexisNexis Account Center while
signed in to Lexis service:

I. Click More in the upper right corner on the Lexis service.
Il. Select LexisNexis® Account Center.
[ll. Enter your Lexis ID and password if prompted.

Note: If you do not have the LexisNexis Account Center option under the
More drop-down or you are unable to sign into LexisNexis Account Center
with your Lexis ID and password, contact your firm’s administrator
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https://accountcenter.lexisnexis.com/
https://accountcenter.lexisnexis.com/
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** Once logged in, take the following steps to view an invoice and payment history:

ccount Center” LexisNexis® Products

Home Invoice & Payment ~ Users ~ Organisation ~

Good Afternoon, Wendy

Awaiting Your Actions € Support

/N Invoice Past Due Dismiss

(@) Live Chat Support

Contact Customer Support
1800 102 8177 (General Support)
Quick Reference Guide

Outstanding Balance View Due Invoice >
Support Center

INR ¥1,137,500.00 - Invoice Due (2)

Invoice Number Date Account Status Billed Amount
Training Resources
7090000057 06/05/2024 REPIPL Test Account Past Due NR ¥1,62,500.00
Learn how to use LexisNexis Account Center
~ _ at its best.
7090000056 06/04/2024 REPIPL Test Account Past Due NR ¥9,75,000.00

1. Click on Invoice & Payment and select Invoices from the dropdown menu.

{@® Account Center’

Home Invoice & Payment ~ Users ~ Organisation ~

Invoices

Good .. , LNAC

Payment Preferences
Awaitil Invoice Contacts

Purchase Order You're all caught up on your tasks.

Account Access
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2. In the Invoices tab, click the Download Invoice and Payment History icon, which
will download an Excel file.

@ Account Center’

Home Invoice & Payment ~ Users v
Invoices

Account:

ISNEDa SRS Sl Account

Note: This is a reminder there are past due items on this account.
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Select All

June 2024

Invoice

June 2024

Invoice

Organisation -
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Support v LexisNexis® Products v a (® Wendy v
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Total Balance Due:
INR T8 57 Seiabalat Pay Total Balance
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INR ¥
June 2024
! Past Due
INRZ
Make Payment
INR ¢ INRX SO B pastDue
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Invoice Number:  Invoice Date:  Account Number: ~ Account Name:

Mailing Address:
- v - Delhi,

Download Invoice

Note: Th
ba

ice PDF reflects your balance at the time the invoice was created. The PDF may not match your real-time
ce shown on this page.

The downloaded excel file contains the following columns:

-Account Number
-Account Name
-Invoice Date
-Type

-Item Number
-Payment Date

ﬂ AutoSave(.Off) z)v !\N =

Payment History

- Due Date

- Currency

Total Amount Due

Original ltem Amount

Payment Amount
Iltem status

Account | 25 O G... - Saved to this PC v
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Note: The Administrator should be able to view the list of Billing Accounts and the
respective invoices (should there be multiple accounts) by using the filter
functionality in Excel.

**If customers have multiple billing accounts, they can choose from the drop-down
menu the specific billing account to download the invoice and pay history.

END OF PROCESS
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