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Perform Due Diligence Research on a Person or Company

1 	 Choose the type of search you want to perform, 
either Person Check or Company Check. 

2 	 Enter the name of the entity you want to search. 
If you know additional information, such as an 
address or company/director name, also enter it in 
this field.

Note: You can also use this search box to search for 
other types of information, like a brand name, a hot 
topic keyword, a postal code, etc.

3 	 When searching for a person, toggle this option to 
view other names that are closely related to the 
name you entered. From the list that appears, clear 
those you don’t want included in the search. (If you 
prefer an exact match, switch this option to ‘off’.)

4 	 Click More search/less search options to fine-tune 
your search query with additional terms or phrases 
you want included or excluded. 

5 	 Click Search to view your results.
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View Your Results

When you first complete your search, a Snapshot of your 
results appears. The numbers in the pods indicate how 
many results were found for each category.

1 	 Click a category to view the full results list.

2 	 Select Hide Snapshot View to automatically go to the 
first category with results the next time you search.

3 	 Click Download Full Report to download all of the 
results or documents your search found. You can also 
drill down to specific results within each category pod.
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4 	 Once you click a category, your results for that 
category appear.

5 	 Use the options on the left side to change 
categories or apply additional filters.

6 	 Use the delivery icons to share your results with 
others. You can download, print, or email them.

7 	 Choose the top checkbox to add all results or select 
individual checkboxes to add specific results to 
your report.

8 	 Click a document title to view the full document.
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2Work with Report Builder

1 	 Once you’ve selected and added documents 
to your report, click the Report Builder link 
at the top of the web page. 

2 	 The report name uses your search term as 
its title. (You can change this by clicking the 
title and making your updates.)

3 	 Arrange the order of articles in the report 
by using the Move icon to drag each item to 
a new location. 

4 	 Use Delete to remove documents from a 
report, and use Add Note to annotate a 
document you’ve added to the report.

5 	 When the report is ready, click Download 
Report.
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Change Settings
You can customize how you use Nexis 
Diligence in User Preferences.

1 	 Under General Settings, you can 
choose your sources and define 
your default search date ranges. You 
can also choose whether to view a 
snapshot of your results or just go 
directly to your individualized results 
lists.

2 	 Under Person Check and Company 
Check, you can choose any negative 
terms you want Nexis Diligence to 
include by default with any search 
you perform. You can also add any 
other terms you want included in your 
search. For Person checks, choose 
whether to search similarly spelled 
names.  

3 	 Under Report Builder, you can use 
the “move” icons to rearrange the 
default order of section headings in 
the report. 

Note: When viewing the search home 
page, you can click the My Search 
Preferences link to change your 
preferences on a search by search basis.

Additional Resources
To get help while using the product, choose the Help option from the  [Username]  drop-down list. 
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