
eServices Alerts
You can use My Account to create alerts to help you manage your eBilling and notify you when online 
usage reports are available and when credits have been issued to your account. To access eServices 
Alerts, click the Reports & Alerts in the header on the My Account homepage and click eServices 
Alerts. At the My Alerts page you can set up

•	 eBilling

•	 eUsage	Report	Alerts

•	 Credit	Alerts

eServices Alerts page

eBilling
To set up an eBilling Alert, select the account and then click Add New eBilling Contact. To add a new 
person to receive eBilling notifications, type the person’s email address and name in the boxes. Select 
the	check	box	next	to	each	account	that	applies.	Click	Submit.

eBilling page

A confirmation page is displayed for the new eBilling contact. Note you will receive your eBilling email 
when your next invoice is generated.

Under	Manage more eBilling Access, you can edit your existing eBilling contacts, as well as view or edit 
eBilling accounts. 



eUsage Report Alerts
To	set	up	an	eUsage	Report	alert,	select	the	eUsage Report Alerts button on the My Alerts page. Here, 
you	can	enroll	in	eUsage	Report	alerts	or	manage	your	existing	accounts.	If	you	are	not	sure	if	you	have	
eUsage	Reports	activated	for	My	Account,	or	if	you	have	other	questions,	contact	Customer	Service	at	
1-800-328-4800. Then click Enroll next to your desired account number. 

eUsage	Reports	allow	you	to	receive	an	email	alert	when	your	Usage	Reports	are	available	from	
Thomson	Reuters.	You	can	view,	save,	or	download	reports	to	a	zipped	file	and	archive	electronically.	
Select	the	eUsage	Report	and	select	which	Account	you	wish	to	view	your	usage	report.	

eBilling page

To	designate	the	eUsage	Report	contact	who	will	receive	email	alerts,	select	the	appropriate	check	
box.	You	can	have	multiple	eUsage	Report	alert	contacts.	

eBilling page

Click	Submit.	At	the	eUsage	Enrollment	Confirmation	page,	confirm	the	email	address.	



Credit Alert
To	set	up	a	Credit	Alert,	select	the	Credit Alert	button	on	the	My	Alerts	page.	On	the	Credit	Alerts	
page,	you	can	enroll	in	credit	alerts	or	manage	your	existing	accounts.	Click	Enroll next to your desired 
account number. 

Credit Alerts page

Designate Alert Contact

To	designate	the	Credit	Report	contact	who	will	receive	email	alerts,	select	the	appropriate	check	
box.	You	can	have	multiple	Credit	Report	alert	contacts.	Click	Submit.	At	the	Credit	Alerts	Enrollment	
Confirmation	page,	confirm	the	email	address.	


