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Where can | see all the alerts that have been created for
my organization?

Having an overview of all your alerts can help you manage your organization’s reporting and ensure
the right information is obtained at the right time.

1. From anywhere within LexisNexis Account Insights, click the Scheduled Reports tab.
2. Under the Scheduled Reports option, you can see all the alerts for the organization that
either you have created or have been shared with you by others.
a. Tofind an alert, type a part of its name and click Enter or the Magnifying Glass icon.
b. To make amendments to an alert, click on the vertical three-dots icon and then:
i. Click Edit Scheduled Report to edit the alert’s parameters;
ii. Click Delete to remove the alert; or,
iii. Click Suspend Report to stop the alert from being sent without having it
deleted.
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3. Under the History option, you can see the history of when each alert has been generated
and sent. This is especially useful if you were unable to receive an alert to your email, for
whatever reason.

a. Tofind an alert, start typing the name of the alert in Search by template name box.

b. Tonarrow down the alert by date, select the dates within the From and To boxes
and then click the Search button.

c. Todownload the alert, click the Download icon on the left-hand side of the list.
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