How to Create a LexisNexis Alert

What is an Alert?
An Alert is a search that you run once and then schedule for automatic updates thereafter. The
Alert will run on your schedule — hourly, daily, weekly, monthly — and will automatically notify you of
any documents meeting your search requirements. You don't need to take time, nor remember, to
run the search every day — LexisNexis does that for you. And since the Alert delivers only new
material, there is no need to sift through old results!

Create the Search

After logging into www.nexis.com through OpenSource.gov or Intelink:

Click on the Search Tab at the top of the page

Click the Power Search button. Make sure that the Terms and Connectors radial button is selected
Type in your search terms

Select your desired source from the drop down list or by clicking “Find more Sources”

Click the red Search button
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6. Review your results. If they need adjustment (too general, too narrow, etc.), click the edit search
button and alter your search terms as necessary.
7. Once your results are perfected, click Create Alert or the Alarm Clock icon at the top right.
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8.

On the next screen fill in the Save Search/Schedule as Alert form (as outlined below)

Saving the Search
Once on the Save Search/Schedule as Alert page:
Name your search to remind you of its purpose

Check “Save as Alert”

Choose your schedule — hourly, daily, weekly or monthly. Choose the time (daily) or day (weekly,
monthly) that works best. When choosing a time, remember that some publications upload later in the

day — a later time may be better

Type in your email address, or choose from the drop down
Choose your document format — full text, list, expanded list, etc.
Choose your delivery formats. If requesting your documents in full text, it is suggested that you

choose “attachment” as the delivery format
Click the red SAVE button

Save Search/Schedule as alert

To save a search, enter a name then click Save. Or, to save it as an alert, enter 2 name, select the
checkbox, then set a schedule and delivery method

Save As I

Project ID None

WSave as an Alert (Scheduled Search)
Scheduled 5 pro th autornatic updates to your search results at specified
intervals, Click the 5 2 I a list of your Scheduled Searches,
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& Daily: R A . A ——1 3
Schedule IE time(s) per day at m
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Delivery Options
" View online only 4
& Email to |
" Last 10 itest_emaii@ahon\r.com;l
Send as m ETTian format m 5
W Alert me only if there are new results
™ Include alert settings (e.Q., frequency, results format)
Results Format |F\II Documents, Expanded-tst-veEw ;i 6
Default Font m
[T Do not include duplicate documents
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