Accurint(LE System Administrator Quick Guide

As an Accurint System Administrator, you are responsible for creating, suspending and verifying the Accurint users in your office.


Adding Users
1.  Go to:  www.accurint.com
2.  Log on with your Administrative ID and Password

3.  From the home screen, click on the “Manage Users” link under the “my account” section
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4.  Once at the Manage Users Screen (Tab) you will be able to display a list of active, suspended or all users.  To create an account for a user, click the “Add User” button.
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5.  At the Add Users screen, enter the User’s First Name, Last Name, Email, Phone Number and create a Login and a Password.  These are the fields that are necessary.  The other fields are not necessary but you may add additional information (like middle initial) if you wish.
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6.  You may also give certain “permissions” to end users, such as designating additional System Administrators (see General Settings box) or enabling/disabling search and report options (see Report Settings, People, Businesses, Assets, Licenses, Courts, Directory Assistance boxes).  The options that are available to you under your contract will be available (not grayed out) options on your screen.  The screen shot above may vary due to your contract.  The default is to have all available search/report options set to “yes” with the exception of the General Settings box, in which the default is set to “no.” 
7.  Once you have entered the information (First Name, Last Name, Email, Phone, Login, and Password), click the “Add User” button at the top or bottom of the screen.  This individual now has access to AccurintLE.  
8.  Users will be prompted to change their password upon initial sign-on and then every 90 days.
Suspending or Updating Users

1.  From the “Manage Users” screen, click on an individual’s Login ID from the list of Active individuals.
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2.  The screen will then display information about the user that you, as the System Administrator, had previously filled in.  At this screen you may click a button to “Delete User” to delete the account.  You may also wish to change a Password or other information (phone, email, permissions) about the user.  To do this, enter the new information (e.g. New Password, Confirm it) and click the “Update User” button.  The new information (Password) will be effective immediately.

1.  From the “Manage Users” screen, Display the list of Suspended users (note:  the default is set to display Active users, you will have to use the drop-down box to choose Suspended to see users that are in Suspended status).
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2.  Select the user you wish to Un-Suspend by clicking on his or her login ID.  You will then see the User Profile Screen for that individual.

3.  Go to the “General Settings” box and look at the option for Suspend User (yes or no).  When a user is Suspended, the button for Yes will be selected.  To un-suspend the user, click the “No” button.  You may also need to reset the user’s password if they have forgotten this.  After clicking “No” next to Suspend User, then you may go up to the Password fields and enter a new password.  This is temporary and the user will be prompted to change it upon sign-on.  After you have done this, then click the button for “Update User” and the new settings will take effect.


For assistance with any of these features/functions, please contact your LexisNexis Account Representative or LexisNexis Customer Support at 
1-800-543-6862.

Un-Suspending Users








