QUICK REFERENCE GUIDE

PRACTICAL LAW

How to customise your Practical Law experience

Thomson Reuters Practical Law provides several ways to customise and personalise your
experience.

FOLDERS

1. Saving a document to your Folders Centre creates a quick link to that document within the Folder,
enabling you to access the latest version of that document from the Folders Centre.

2. The Foldericon on the right-hand side of a document, or at the top of the search results list, enables
you to add a document to a Folder.

3. When you select the Folder icon, a pop-up will appear.

4. Select an existing Folder from the list or create a New Folder by clicking on the “New Folder” link
at the bottom.

5. Once you have selected or created a Folder, click on “Save”. A green confirmation message will
appear on the screen indicating that the document is now saved to the Folders Centre.
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6. Alternatively, sections of a document can be saved to a Folder by selecting the relevant section of
text with your mouse cursor and selecting the “Save to” option from the pop up.
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7. Usethe drop-down arrow next to the Folders Centre to quickly access content. For a comprehensive
guide on accessing, managing and organising the Folders Centre, log into the Practical Law
platform and then click HERE.
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https://uk.practicallaw.thomsonreuters.com/Browse/Home/About/UserguideFolders?navId=07325C43A927C10A22F0BDBD91018AF1
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PERSONALISATION
Home Page

1. You can set a specific Jurisdiction, Sector, Practice Area, or Topic as your default Home Page for
quick access.

2. Click the "Make this my start page” button to set that page as your Home Page. You can only have
one Home Page set at any time. Setting a new Home Page will overwrite your previous selection.

3. Once a Home Page has been set, an additional link will appear at the top right of the screen called
"My Home". Click on "My home" to return to this set page when navigating on the platform.
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Favourites

4. You can also save an unlimited number of pages to the Favourites Centre for quick and easy access.

5. To add a page to the Favourites Centre, navigate to that page and click the “Add to favourites”
button at the top left of the page. The star will then be filled, indicating that the page has been

added to the Favourites Centre. To remove a page, click the same button again.
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6. Use the drop-down arrow next to the Favourites Centre to quickly access content. For a
comprehensive guide on accessing, managing and organising the Home Page or Favourites Centre,
log into the Practical Law platform and then click HERE.
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HISTORY

1. All your activity on Practical Law is automatically tracked so that you can revisit any aspect of your
research or pick up where you left off.

2. Click on the History Centre at the top right of the screen to access a list of all searches run and all
documents viewed over the last 12 months.

3. The filter options on the left pane enable you filter by documents viewed and/or searches run, as
well as by date.

4. Click on any link in the history list to go back to the document viewed or re-run a search.
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5. Use the drop-down arrow next to the History Centre to quickly access the last 4 documents viewed
and the last 5 searches conducted. For a comprehensive guide on the History Centre, log into the
Practical Law platform and then click HERE.
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