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Managing Alerts

Managing Alerts

Learn how to edit alert content, update the alert schedule and recipient details.

In the top menu click on Notifications.

Edit Selected allows you to add the selected alert to an alert group.

Pause a selected alert until a specified date.

Run the selected alert or resume the scheduled delivery.

Delete the selected alert.

Edit Alert allows you to edit the alert - name, content, search terms, delivery, and schedule.
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Managing Alerts Guide

7. The Email Recipients link allows you to edit the recipients for the alert.

a. Edit delivery — Click this link to go directly to the Customise Delivery section of the
alert.

b. Choose the email format:

c. HTML, XML, RSS, Portal - selecting these options allow you to create links to then add
to your internal platforms to display the updated alert

d. History only - only displays the history of the alert

e. Notifications - displays the alert in your Notifications in the top menu

f. Add, remove, or edit email addresses, Continue, and Save Alert.

Email: o
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Select Delivery
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Managing Alerts Guide

Alert History
Alerts History shows the alerts you have created that have been updated.

1. Select Alerts History in the Alert Centre.

Ale rtS Create Alert Alerts History| « Create Newsletter Manage Alert Groups
)

J Selectallitems . Noitems selected

EditSelected = ~ Sortby:  alert Name: Ascending v

n »- W

BicycleCourierCase EditAlert - History
Last Update: 18 December 20198 07:08 Next Update: 19 December 2019 07:00 Client 1D: NOCLIENTID

Search: bicycle courier case

Content: Cases

Alert even if there are no results: OFF

Email Recipients (1)

2. Filter the alert type by WestClip, KeyCite, or Publication Alert.
3. Change the date to see a specific range, or the last 7, 30, or 90 days of alert history.
4. The alert history shows the alert name, when it was last updated, and the Client ID.
5. Alert history can be emailed, printed, or downloaded.
Alert Type € Retun to Alerts
“ WestClip WestClip Alert History e
KeyCite e
11 = -
Publication Alert
L Selectall items  No items selected
Date Name Last Update Client 1D
All {30 days) e .
BicycleCourierCase 17 December 2019 15:08 NOCLIENTID
Search: {bicycle courier case) 23 results
Narrow
Alert Names Hewpen - Back to Top
() BicycleCourler... 1
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Managing Alerts Guide

Alert Groups
Alert Groups can filter the alerts shown in the Alert Centre and be used to create content-
specific newsletters.

1. To create a new Alert Group, either edit an existing alert or create a new alert.

Ale rts Create Alert Alerts History Create Newsletter Manage Alert Groups

EditSelected [i= ~  Sortby: AletNsmedscending Y =<~ W p» ~ B

1-7

Selectall items No items selected

i A o e
BicycleCourierCase E— sl | EditAlert |- History

Last Update: 18 December 2018 07:08 Next Update: 19 December 2019 07:00 Client 1D: NOCLIENTID
Search: bicycle courier case

Content: Cases

Alert even if there are no results: OFF

Email Recipients (1)

2. Inthe Basics section, click Assign to Alert Group.

WestClip Alert

E Basics

Name of Alert

BicycleCourierCase

Description

optional notes

¥ Notify me of changes to this alert

Assign to Alert Group e
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Managing Alerts Guide

3. Inthe pop-up window, click Create Group.
4. Add a group name and click Save.

Alert Groups

I Create Groupl e
Enter a group name 9 Save Cancel

Search Alert Groups Search

ALLABCDEFGHIJKLMNOPQRSTUVWXY Z OTHERS

@ DataPrivacy

5. Inthe Alert Centre, add alerts to the new Alert Group by ticking the check boxes and
selecting Edit Selected.

Ale rtS Create Alert Alerts History Create Newsletter

1-7 e Edit Selectad

6. Select the alert group and Save.

Edit Selected Alerts

Assign Alert Groups B Create Group

Search

ALLABCDEFGHIJKLMNOPQRSTUVWXY Z OTHERS

@ Unassigned

i@ DataPrivacy

Save Cancel
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Managing Alerts Guide

Newsletters

Newsletters consolidate multiple alerts into one email.

1. Inthe Alert Centre, click Create Newsletter.

Ale rts Create Alert Alerts History Create Newsletter

1-7 Edit Selectad

2. Add a name for your newsletter and click Continue.

Alert Canter = Create Mewslatter

Alert Newsletter
El Basics

Name of Newsletter

2,

Description

optional notes
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Managing Alerts
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3. Add the relevant alerts by selecting Add and Continue.

a. If you have created an Alert Group, click this tab to add the group's alerts.
b. Your selections will display on the right-hand side.

Alert Newsletter 9

El Select Alerts

All Alerts Alert Groups o

Your Selections:

DataPrivacy-Cases (WestClip)
2 Enter text to narrow your alert list, then select ADD to include it in this Newsletter

Clear °

Your Alerts

DataPrivacy-ReutersWires (Pub...
DataPrivacy-Legislation (WestC...

DataPrivacy-NewsTopic (WestC...

aop KimberlyClark (KeyCite)
 DataPrivacy-ReutersWires (Publication Alert)
400 BicycleCourlerCase (WestClip)
 DataPrivacy-Cases (WestClip)
 DataPrivacy-Legislation (WestClip)
 DataPrivacy-NewsTopic (WestClip)

400 DataPrivacy-SecondarySources (WestClip)

4. Add email addresses for the intended recipients and click Continue.

Customize Delivery o

[=] Email settings

Recipients Layout and Limits

To 2% My Contacts

Enter names, groups, email addresses or select from Contacts.

Subject

Newsletter: DataPrivacy newsletter

Email Note

optional notes

Format

Microsoft Word v

P Note: Newsletter results are delivered as a list of results, with links to full text when available.

Continue
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Managing Alerts Guide

5. Schedule the newsletter’s frequency, time, and individual alert delivery.
a. Change the frequency to daily, weekdays, weekly, fortnightly or monthly.
Choose whether to send the Newsletter and/or alerts if there are no results.
b. Select the time zone and time(s) you want the Newsletter to be sent.
c. Inindividual alerts included in the Newsletter are set to deliver via email, the delivery
will cease when the alert is added to the Newsletter.
To continue receiving separate email delivery of alerts, tick the checkbox.

B Schedule Newsletter e

Frequency Send Newsletter At These Times

Daily O v (GMT+10:00) Brisbane o v

Send Newsletter if no results AM 12 @1 2 3 4 S We W7 W GS 10 11

PM 12 1 2 B3 W4e WS We W7 W8 W9 10 11

# Include alerts with no results
o ' Continue separate email delivery of alerts included in Newsletter @

Save Newsletter

6. To modify or view your list of newsletters, select Newsletters from the left panel in the Alerts
Centre.

Alerts I Newsletters Reports

s h alerts G Alel’ts Create Alert Alerts History Create Newsletter  Manage Alert Groups
earch alerts
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Looking for more information?

To sign into Westlaw Australia Precision, visit https://aulaw.thomsonreuters.com
For assistance using Westlaw Precision Australia, call 1800 020 548

To request training, click https://support.thomsonreuters.com.au/request-training

For additional training materials, visit https://support.thomsonreuters.com.au/product/new-
westlaw-australia
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