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Sign in to the Client Admin tool with the normal LexisLibrary access details. 

Client Administrator Sign-on screen.

2.  Adding a new user

Under the Users tab, click on Add a New User.
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Add New User Wizard Step 1

The Add New User wizard appears. In step one of the wizard, enter 
the user’s contact information. Click on the Next Step button.
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Resetting a user’s password
To reset a user’s password click on the Reset Password link under the ID and Password heading. The system displays 
a temporary password which may be emailed to the user directly from the system. The user will be required to 
change the temporary password upon logging in for the first time following the password reset. 

Suspending, deactivating or re-activating a user

To suspend a user click on Suspended under the Status heading.
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4.  Viewing Preferences for a group of users

To view the default preferences for a group of users:

Step one: Click on  the Settings tab. Step two: Click on  the User Preferences tab.

Step three: Select Account 
and Product to view a list of 
available Preference Groups. 
Select the Preference Group 
you wish to modify and click 
on View Preferences.

The default preferences 
for the selected Preference 
Group can be viewed and 
edited on the General and 
Search and Results tabs.

Click on Save when finished. 

Changing Preferences for a group of users 

To change the default preferences for a group of users change the settings of their Preference Group. 

Notes
• If a preference setting is locked users will not be able to change it in their personal preferences. 

Click on the Locked/Not Locked link next to a preference setting to toggle it between locked and not locked.
• When changes are saved the new settings will take effect for all users in this Preference Group 

the next time they log in.
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6.  Viewing/Amending User Preferences for a Group of Users

User Preferences are divided into three areas – General, Search and Results and Bookshelf Sources. 

General Preferences consist of:
• What Start Page users see
• Whether users have to enter a project ID
• What language and time zone users see
• Whether or not pop-ups display 

Changing General User Preferences

Click on the Settings tab

Step two: Select an Account and Product to view a list 
of available Preference Groups. Select the Preference 
Group you wish to modify and click on 
View Preferences.

Step one: Click on the User Preferences tab, 
followed by the General tab.

Step three: Change the user 
preference settings for the current 
group as required. 

Step four: Click on Save when 
finished. The new User Preference 
settings will apply for users in this 
group the next time they log in.
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Changing bookshelf sources 

Bookshelf Sources enable you to manage the Bookshelf sources on the Home Page and on 
predefined Practice Area Pages.

Click on the Settings tab

Click on the User Preferences tab.

Click on 
Bookshelf Sources tab.

Select an Account and 
Product to view a list of 
available Preference Groups. 
Select the Preference Group 
you want to modify and click 
on View Preferences.

Follow the three step process outlined to amend the Bookshelf Sources which appear on the selected practice area page. 

Click on Done when finished. Repeat the steps above for all Forms/Practice Area Pages you wish to amend.

The new Bookshelf Sources settings will apply for users in this group the next time they log in.

Click on the Edit link to 
the right of the Search 
Form /Practice Area Page 
for which you would like 
to amend the Bookshelf 
Sources.
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Updating titles on customised bookshelves in LexisLibrary using Client Admin 

If you have added an annual, dated title to your customised bookshelf (such as the Orange and Yellow Handbooks) you 
might notice the dates do not update, even though the book has.

To update your titles, follow these steps in Client Admin:

Go to the ‘Settings’ Tab in the Client Admin tool.

• Lock/Unlock bookshelf property
 - From Client Admin tool, select Settings -> User Preferences
 - Select the required Preference Group and click on View Preferences
 - Then select Bookshelf Sources. This tab has option to lock/unlock the bookshelf property

• Resave bookshelf property for Customised PA
 - From Client Admin tool, select Settings -> Customised Practice Area Pages
 - Click on ‘Edit’ link and then click on ‘Save’ button 
 - New pages become available 30 to 60 minutes after you create them. To see the new screens, you must sign 
   out of Lexis®Library and then sign back in.

Once the titles have refreshed you can either put it back to locked or if you leave it unlocked it will most likely continue to 
update (when there are new editions, etc), but if you lock it you will still be able to update it whenever you want by using 
the instructions above.
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7.  Creating Customised Practice Area Pages

To create a new Practice Area Page for your users click on the Settings tab.

Click on the Customised 
Practice Area Pages tab.

To create a new Practice 
Area page click  Create a 
New Practice Area Page.

Select an Account 
and Product and click 
View Custom Practice 
Area Page to view a 
list of any Customised 
Practice Area Pages you 
have already created.
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