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ALERT24 QUICK GUIDE 
 
Alert24 is Thomson Reuter’s current awareness service providing the latest details on the legal and regulatory 
developments in key areas of practice. Users receive daily email alerts and can access their own personalised Web 
site tailored to their particular areas of interest. 
 
1. Accessing Alert24 
 
To access Alert24 log into http://legalonline.thomson.com.au
 

Step 1. Enter Username and Password and Click Login or (IP users click “IP users click here”).  This will take 
you to the Legal Online homepage. 

Step 2. Click Current Awareness from the toolbar 
 
 
 
 
 
 

Click Current 
Awareness to access 
Alert24 

 
 

Step 3. Click My News to display the Alert24 homepage. 
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2, Alert24 Homepage 
 
 
 
 
 
 
 

 

Click item title to 
display full record 

Select Current 
Awareness to display 
the Search page 

List of 
subscribed 
Topics  

RSS Feeds 
Click to display a 
list of current 
items for today. 
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3. Preferences 
 
Alert24 uses a feature called Profile to create and manage different subject profiles for each user. Within the Profile 
options, a user can adjust the content and style of email alerts as well as set My News display preferences.  
 
Step 1: From within Legal Online click Preferences 
 

 
 
Step 3: Enter your E-mail address and click Use Personal Profile 
 

 
 
Step 4: Select Display Preferences, Alert24 My News or Alert24 E-Mail tabs and setup user options 
 

 
Step 5: Click Save Preferences 
 
Note: To learn more about the preference options see the Alert24 Preferences Help guide. 
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4. Searching Alert24 
 
The Alert24 search form is used to search for items by constructing and refining a search using fields and drop-
down lists.   
 
To Search for an Item 
 

Step 1. Click Current Awareness from the Legal Online homepage 
Step 2. Enter search term(s) and/or select one or more of the drop-down options (eg jurisdiction, topic) 
Step 3. Click Search 

 
Example: To search for items with ASIC in the title for February 2008, enter ASIC into the Title field and select a 
date range from the popup calendars (04/02/2008 to 29/02/2008). 
 

  

Select one of the options 
from the drop-down 
menu to narrow a search To restrict a search by 

date, select the 
required date from the 
popup calendars Enter terms to 

locate 
Alert24records 
where the 
specified search 
terms are 
mentioned 

 
Tips:  Click on one of the blue search fields to display popup help on searching.  For example the Free Text Search 
help provides a list of search connectors you can use when searching. 
 
Field Name Field Description 
Free Text Search Use this to search across all fields available.  Boolean and proximity Operators 

may be used. 
Title Use to search for words located in the title of an item. 
Jurisdiction Use to restrict the search to a specific jurisdiction. 
Topic Use to narrow the search to one topic. Note only topics subscribed to will be 

listed. 
Record Type Use to restrict search to items of a particular type ie cases, news, legislation 
Date Use the date popup calendars to restrict the search to the date an item was 

published. 
Mentioned Retrieves items with words mentioned in one of the areas listed. 
Reference Number Unique number assigned by Thomson. 
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5. Working with the Results (hitlist) 
 
The hitlist displays a list of items in reverse chronological order that satisfy your query. To display the full item select 
the item from the hitlist. 

Click one of the buttons located in 
the top right hand corner of the grey 
toolbar to Edit, Tag, Print or Email 
the hitlist 

 
 
 
 
 

 

New, Edit and 
Refine Search  

Select an item from the 
hitlist to display full text 

Item 
introduction 

Search terms 
highlighted 
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6. Refining a Search 
 
If a search did not retrieve relevant documents you can modify the search using the Edit Search link or the  
button located in the top right corner of the page. 
 
When a search retrieves too many documents use the Refine Search to enter an additional term or terms.   
 
 

 

Current search 

 
 
Alternatively to clear the search and start again click New Search. 
 

 
 
 
Note: Search term connectors (eg and, or, “”) can be used to refine a search. 
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7. Viewing a Document (Item) 
 
Items will link to key source documents. For example, case items will link to the full text of the judgment and 
FirstPoint summary where applicable.  
 
Note: you must have a current subscription to these services to access these documents. 
 
 
 
 
 

Search terms 
appear 
highlighted  

Current 
Search 

Click to view Next Hit or 
Previous Hit 

Click to view Next Hit 
or Previous Hit 
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8. Printing 
 
With Alert24 you can choose to print your search results list, a document record or multiple documents. 

To Print an Alert24 Item 
Use the Print or PDF buttons located in the top right corner of the document (ie the screen you are currently 
viewing). 
 

 
Print & PDF buttons 

 
Step 1. With the document Item displayed click the Print or PDF button 
Step 2. Select Print or (Open then Print for PDF) 
 
Print and Go 
Use the Print and Go feature to print multiple document items from the “hitlist”. 
 

 
 
Step 1. Place a tick in the corresponding check box(s) from the hitlist 
Step 2. Select Print, or PDF from the drop-down list 
Step 3. Click Go 
Step 4. Click Print or (Open then Print for PDF) 
 
Note: The full document will be printed. 
 
 
To Print the Hitlist 
 
Use the Print or PDF buttons located in the top right corner to print a Hitlist (ie the screen you are currently viewing). 
 

 
Print & PDF buttons 

 
Step 1. With the Hitlist displayed click the Print or PDF button 
Step 2. Select Print or (Open then Print for PDF) 
 
Note: The Hitlist is set at 20 results per page.  To change select the Preferences link. 
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9. Daily Email Alerts 
 
Alert24 will be emailed daily, weekly and monthly to your preferred email address once a user profile has been 
setup.  See the Preferences section of this guide or the Alert24 Preferences Help guide for more information on 
creating a user Profile and customizing e-mail alerts. 
 
10. Help & Assistance 
 
Technical Support Call Digital Support 1800 020 548 or email LRA.digital.support@thomson.com
 
Training Support Call 1800 020 548 or email LRA.Trainers@thomson.com
 
Customer Support Call 1300 304 195 
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