Westlaw® Canada
Quick Reference Card

MyAccount — Password Management

Access Password Management

1. From www.carswell.com click MyAccount located in the upper right corner of the page.
2. Enter your User ID and Password into the fields provided and click Sign In.
3. From the Main Menu, click Manage my Westlaw Canada passwords in the Password

Management section located in the lower right corner.

Password Management

+ Manage my Westlaw Canada passwords

Figure 1

View Username and Password

1. Click the Account number link to select the account you want to view.

SELECT AN ACCOUNT

Select an Account Number below or Search for User to manage onling users (passwords)

Search for User: Last Name

andlor First Name

Street Address
P.0Box

2075 Kennedy Road
2075 Kennedy Road

2075 Kennedy Road

FILTER ACCOUNTS |
ity State Province
SCARBOROUGH oN
SCARBOROUGH
SCARBORCOUGH

Account & Account Hame

1003887743 Westiaw Case Notebook Testing

1003887744 Wiestiaw Case Notebook

1003887748 WiCan Case Note Book
Figure 2

The list of users appears for that account. Click a

Account & 1003337743 Select a Different Account
Location: Westixw Case Notebook Testing
Address: 2075 Kennedy Road
SCARBORDUGH, ON MIT Iv4

oo -

Abhal, Neetha
Browne, Sﬂill‘h
James. May

Valentine, Hannah

Centact ID
5670491
5679185
SEETETT
568578

user name to view their details.

Ll'll\ﬂ!

v = Registerad
@) = Not Registered
M/ = Nod Apphe abile

Westlaw Canada

@

v
@
@

Figure 3
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The User Detail Profile page appears displaying the following information:

MANAGE ONLINE USERS

USER DETAIL PROFILE

Account & 1003837743
Location: \Westlaw Case HNetsbook Testing
Address: 2075 Kennedy Road
SCARBOROUGH, ON MAT 3w

Persondl Information Edit Delete

Mame: Shelagh Browne
Email: 5 browne@thomsonreuters com
Phone:
ContactiD: 5679185
Position:  Attorney

Product Information

nePass 3 com User Hame: Shelag?01,
Fassword: View Reset

Product Hicknams FRegistration Key Online ID End Date Last Lagen

Westlaw Canada Shelag 10011061FLMF 10011061 SetEnd Date 3/17/2011 1203 46 PM
\

Figure 4

Add a User

1. Once you have selected the account, click Add User(s) located at the top of the page.

Account & 1003337743 Select a Different Account
Location: Westisi Case Notebaok Testing
Address: 2075 Kennedy Road
SCARBORDUGH, ON MIT Iv4

}\ nd:
v = Registerad

occ1c s ] Ao uscats
@ = Not Registered

NfA = Nod Apphe able

User Contact ID Westlaw Canada
Abhal, Neetha 5679491 @
Browne, Shelagh 5679185 W
James. May SEETETT @
5686798 @

Valentine, Hannah

Figure 5

2. Add the user’s details into the form and click OK.




CARSWELL® MY/ fidtiestz)

Add passwords to the table by completng the form below and
sedecting “0K"

Mote: Required fields are marked with an asterisk (*].

- —
ADD USERS Westlaw Canada
Account #: 103BTT41 = FILHame: {Kate
Location: Westisw Case Noteba Middle Enisial:
Address: ml’!nvmn;ﬁna;u " Last Name:
* Position: | Libearian ~
End Date: ]
Phane:
The following Uisers will be added 10
L Preduets.  Send User Access Email to the folowing email address: L Phens

Cck "Add Uiser(s)” button to acd us
* Emat: jate perry@thomsonrey

bl xosii EZ=m|

| A copy of the Add User Access email wil be sent to
© @THOMSONREUTERS.COM

©3011 CARSWELL

Cancel K

Figure 6
3. Click Submit.

ADD USERS

Agcount #: 1003337743
Location: Westlaw Case Hotebaosk Testing
Address: F075 Kannady Rosd
SCARBOROUGH, ON MIT 3va

TheNglawing Users will ke added 10 this account upon Submit

User Products Pasition End Date Emall

L—

Edit Remove Kate Perry Westiaw Canaday Librarian kate perry@ihomsonaeuiens com

A confirmation screen appears.

ADD USERS CONFIRMATION

Account # 1003387743
Location: Westlaw Case Notebook Testing
Address: 2075 Kennedy Road
SCARBOROUGH, ON MIT 3v4

The following additions have been requested.
User Products Position End Date Email Phone
Kate Perry Westiaw Canada Librarian kate perry@thomsonreuters.com

Requests on My Account are processed automatically. Most requests are completed immediately, but may take up to 30 minutes. If you requested an
email notification, it will be sent when the request is complete. If you did not request an email confirmation you can find your newly added passwords on
My Account's Manage Online Users page

Return to Manage Online Users Page for this Account
Go To Manage Online Users Page for a Different Account

Figure 8
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Westlaw: canapa

Registration Information

Account Number :

Account Name:
Testing

Address:

2075 Kennedy Road
SCARBORQUGH , ON M1T 3v4
Canada

Welcome to Westlaw Canada. Below you will find everything you need to get started.

Register for Westlaw Canada

Login Details -- Keep for your records

Name:
Westlaw Canada Westlaw Canada
Passwaord/Registration
Key: 10012505

Click the following link to register for Westlaw Canada.

canada westlaw com

Please keep this email for future reference.

Technical and Research Support:
Technical support and research assistance are available 24 hours a day, seven days a week, at no charge.
For help with registration, contact Customer Technical Support call 416.609.3600 Or 1.800.387.5164 Option 2 (Canada and U.S. only)

Westlaw Canada Technical Support Phone: 416.609.3800 Or 1.800.387.6164 Option 2 (Canada and U.S. only)

Email: www carswell. comiemail

Figure 9: Sample email notification

Delete a User

1. Once you have selected the account, click Delete User(s) located at the top of the page.

Account & 1003387743 Select a Different Account
A i Cage Hetebaok Testing

ennedy Road

SCARBORDUGH, ON MIT Iv4

Legend:
DELETE USER(S) | ADD USER(S) = Registered
@) = Not Registered

NiA = Not Appleatile

User Centact ID Westlaw Canada
Abhal, Newtha 5670491 @
Browne, Shelagh 5679185 W
James, May 568TETT @
Valentine, Hannah SepeTIE Q

Figure 10

2. Using the checkboxes provided, select the user(s) to be deleted and click Next.




DELETE USER(S)

Account #: 1003887743
Location: \Westlaw Case Notebook Testing
Address: 2075 Kennedy Raad
SCARBOROUGH, ON MIT 3v4

Select User(s) to be Deleted

User Contact ID Westlaw Canada
m| Abnal Neetha 5679491 @
(& Browne, Shelagh 5670185 Vv
\P James, May SGETETT @
o Perry. Kate 5688520 @
O Vaientine Hannah 5686798 @ //| -
Figure 11

3. Click Submit.

MANAGE ONLINE USERS

DELETE USER(S)/EDIT END DATE: SUBMIT

Account # 1003887743
Location: Westlaw Caze Notebook Testing
Address: 2075 Kennedy Road
SCARBOROUGH, OMN MIT 3vi4

Enter an End Date to delete all listed users' access to all online products. |4/4/2011

User Contact ID Product (Current End Date)
Westiaw Canada /

Perry, Kate 5688520
[ovcit ] svawr |

A confirmation page appears indicating that your request has been processed immediately.

Reset a OnePass User Password

1. Once you have selected the account, click the user for whom you need to reset the
password. Note: This option is only available for users who have set up a OnePass account.

Account & 1003357743 Select a Different Account
Location: Westiaw Case Netebook Testing
Address: 2075 Kennedy Road
SCARBORDUGH, ON MIT 34

Ll’-ll-d'.
W = Registerad

DELETE USER(S) || ADD USER(S)
&) = Not Registered

M/A = Not Apphcable
User Contact ID Westlaw Canada
Abhal, Neetha 5679401 @

Erowne, Shelagh 5679185 W
James, May SEBTETT L]
Valentine, Hannah SEEETIS (v}

Figure 12




2. Click Reset.

Personal Information Edit Delete

Name: Shelagh Browne
Email: s browne@thomsonreuters com
Phone:
ContactID: 5679185
Position:  Attorney

Product Information

OnePass  ShelagBrowne  s.browne@thomsonreuters.com User Name: Shelag2011
Password: View Reset

Product Nickname Registration Key OnlineID End Date Last Logon

Westlaw Canada Shelag 10011061FLMF 10011061 SetEnd Date 3/17/2011 12:03.48 PM

Figure 13

3. Click Submit.

RESET PASSWORD - SUBMIT

OROUGH, 0N MIT 3v4

Select “Submit” to send a Temporary Password to selected user's email address. Note: All products tied to the OnePass profile will be reset
User Froducts Centact ID
Browne, Shelagh Westiaw Canada 5679185

Figure 14

A confirmation email is sent to the Administrator. Additionally, an email confirmation is also sent
to the user (if the Administrator selected this option.)

For assistance using MyAccount call 1.800.387.5164.
0411




