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Client Administration
The Client Administration tool allows you to administer user IDs and passwords, as well as control users’ settings, preferences and access to different types
of content available on the Quicklaw® service. If you have administrative rights for your organization, the Admin link will display in the top right of the screen,
between the Preferences and Sign Out links. If you don’t have access, please contact Customer Support at 1-800-387-0899. There is no charge for
access; all you need is a static IP address.

Clicking the Admin link opens a window with two main tabs: Users and Settings.

View Users
The first subtab under the Users tab is View Users. Use this list to display different groups of users, such as suspended users, which will then enable you to
reactivate them. To view users in your user groups:
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1.

Choose the Account containing the users you wish to view.

2.

Choose the Product you wish to make available to your user group.

3.

Choose the Preference Groups you want to view. A preference group is a collection of default preferences and application settings assigned to the
entire group or office.

4.

Choose the Location to view users from a specific office or group location.

5.

Click the View radio buttons next to the status to select only Active Users, Suspended Users, Permanently Deactivated Users or All Users.

6.

Click the Update List button to view the list of users within your selected parameters.

7.

Click the Name, ID or Preference Group link to sort the user group by that heading.

8.

Limit the list to users whose last name begins with a specific letter by clicking that letter.

9.

Click the Download Spreadsheet (CSV) link to open and/or save a spreadsheet of users along with their IDs, status, bill groups and preferences in Excel
(CSV format).

10. Click the checkbox next to multiple user names followed by the Manage Selected Users button to change location, preference group or status for all
users selected (see bottom of next page).

11.

Click a specific user name (e.g., Account, Test) to view or change that individual user’s details, information and account status.
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Changing User Passwords, Status and Information
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After clicking a single user’s name (step 11 above), the User Details window will open, enabling you to:

1.

Change the user’s contact information such as name, email address, telephone number or location.

2.

Change the Subscription Groups to allow or block access to specific Quicklaw content.

3.

Change the Preference Group for the user’s default preferences and settings.

4.

Click the Reset Password (Email User) or Reset Password (Display Only) link to obtain a new temporary password for this user. The password will
display and will also be emailed to the user if that option was chosen. The user will be required to change the password on next login.

5.

Change the Status drop-down to either Active, Suspended, Temporarily Active Until or Permanently Deactivated. To reactivate suspended users,
follow the steps on page 2 to list and then manage the suspended user(s). Reactivation must be done within one year, and user alerts are only retained
for 30 days following suspension.

6.

Click the Submit ID for Investigation link to report unexplained usage of an account. A screen will display to enter the details of the user, the
timeframe and what activity occurred.

7.

Click the Save button to record any user details changes.

Changing Multiple Users’ Information
If you selected users by clicking the corresponding checkbox and the Manage Selected Users button (step 10 above), a pop-up window displays to let you

change location, preference group or status for all selected users. Use the Change drop-down to select the criteria you want to change (e.g., Status) and the
To drop-down to set the criteria to that setting (e.g., Suspended). To save, click the Save Changes button.
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Find a User
The second subtab under the Users tab is Find a User. To locate a user:
1

1.

Enter the Last Name, First Name or ID of the user you wish to locate.

2.

Click the Find User button.

3.

Sort the user results by Name or ID by clicking that heading.

4.

Click the user name (e.g., Account, Test) to view and change user details.
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Add a New User
The third subtab under the Users tab is Add a New User. To add a user:

1.

Enter the new user’s contact information such as name, user ID, email address and phone number.

2.

Click the Next Step button.

3.

Select an existing active user whose setting preferences and attributes you
wish to apply to the newly created user, and click the Next Step button. You
can select existing users based on their Account (if you have multiple account
groups), Product and Preference Groups, which display entitlements for
subscribed products and source packages. You can also find a user
alphabetically by clicking the first letter of their last name.

4.

Review the information and click the OK – Create New User button to
add the new user.
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Settings
The second main tab is Settings. Under the Application Settings subtab, choose the Account, Product and Preference Groups to which you want to
apply any changes, and click the View Settings button. When you have finished changing the settings, click the Save button.

Application Settings and Security
1.

Choose to display the My ID link, which is the Quicklaw account ID required when users call for Customer Support. This ID link displays at the bottom of
any page when signed in to Quicklaw.

2.

Set the level of encryption for your group. You can choose to allow SSL
encryption and require 128-bit browser encryption.

3.

If you want to validate the Client IDs of your users, choose to provide the
last 20 Client IDs in a list and provide an internal validation URL. Contact
Customer Support for assistance with setting up Client ID validation.

4.

Choose to add your organization’s URL to any alerts generated on Quicklaw.
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User Preferences
The second subtab under the Settings tab is User Preferences. For any user preferences, be sure to click the Save button when you are finished
customizing.
General

1.

Choose from the list of specific Start Pages to set that page as the default for
all users.

2.

Choose to have Client IDs retained between sessions and/or to prompt users
for Client IDs for each search.

3.

Choose the default language and time zone for your users.

4.

Choose to enable or disable marketing pop-up windows to display.

5.

Setting the preferences in steps 1–4 changes the defaults for all users on this
account; however, users may still individually change their settings in their
own preferences. For any of these preferences, click the Locked or Not
Locked link to allow or deny your users to control these preferences
themselves.
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Search and Results
Here, you can control the default search and results preferences for your
users.

1.

Choose the number of results per page (10, 25, 50 or 100) and results format:

•• List — Displays a numbered result list sorted by basic information (i.e., court,
source, date, etc.)
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•• Search Terms in Context — Same as List, but also includes text surrounding
your search terms.

•• Hits in Context (News …) — Same as Search Terms in Context, but
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applicable to News & Companies searches only.

•• Full Document — Shows the full text of all documents in results.
2.

Choose the Natural Language Results default sort order (Relevance or
Source Order) and set the maximum number of documents to retrieve for
these results only.
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3.

Choose to display the Result Groups panel by default and the Result Group to
be displayed in the panel (Source Type, Source, Topic or Court).

4.

Choose a table of contents/Index display format: Full, Full with Hits or Truncated. Full and Full with Hits show multiple sources, sections or chapters
(the latter includes number of hits in brackets). Truncated only displays one expanded section at a time.

5.

Choose from other document display options:

•• Scroll to First Term Hit — Quicklaw will automatically scroll down to the first occurrence of your search terms rather than display the top of the
document being viewed.

•• Show All Citator Symbols — Displays all QuickCITE® citator symbols where available. This is the default setting and is recommended as it is a key
feature of QuickCITE.

•• Highlight Narrowed Search Results — Check this box to highlight only terms you used to narrow your search; otherwise, both original and narrow
terms will be highlighted.

6.

For any of the choices 1–5, choose Locked or Not Locked by clicking the link to allow or deny your users to control these preferences themselves.
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Source Links
Here, you can modify default sources in the My Bookshelf lists on the Home page or Practice Area pages.
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1.

Click Reset All Source Links to restore all original My Bookshelf default sources.

2.

Choose Unlocked to allow or Locked to deny your users access to modify source links.

3.

Click the Modify link next to any source group you wish to alter. You can then change sources in the window that appears (see screenshot below).

4.

Select a radio button next to the source type to display its individual sources below. Note: You cannot currently add new sources outside of the
defaults of each source type to your users’ bookshelves. To add sources outside of these defaults, use Custom Practice Area Pages instead
(see page 7).

5.

In the left column, select an individual source, and click the Add button to add it to the list in the right column.

6.

Sort or remove sources from the list using the

7.

When you are finished click the Done button.
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buttons on the right.
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Custom Practice Area Pages
The third subtab under the Settings tab is Custom Practice Area Pages, which allows you to create, edit or delete a custom practice area page (PAP) for a
group of users to allow easy access to their favourite sources and functionality. You can also add custom URLs such as company intranet links, news sites or
client web site links to these pages.
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1.

Click the Edit link next to a user’s PAP to edit and customize its format, layout
and sources.

2.

Click the Delete link next to a user’s PAP to delete their page.

3.

Click to reapply the PAP preferences to all user Preference Groups
(including recently created groups).

4.

Click the Create a New Practice Area Page button to create a new PAP.

5.

Enter a title for the new user’s PAP.

6.

Choose where to display My Bookshelf and Find a Document.

7.

Customize both the default PAP sources drop-down and the PAP Bookshelf
sources. First, select a source type from the drop-down.

8.

Next, choose sources from the list and click the Add button.

9.

Use the
,
delete them.

and
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buttons to move added sources up or down, or to

10. Choose to display My Research Area, which shows quick links to user alerts
and legal updates.

11.

Enter URLs or select LexisNexis links if you want them to appear as links on
the user’s PAP and click the Add button. See steps 8 and 9 for list sorting
instructions.
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12. Click the Create button to finish creating the new custom PAP.
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