
 

 

 
Graduate School of Journalism CUNY  

 
Lexis Nexis® Academic 

Basic User Guide 
 
This flagship service provides full-text documents from over 5,600 news, 
business, legal, medical, and reference publications with a variety of flexible 
search options.  
 
LexisNexis® Academic provides searchable access to a comprehensive 
spectrum of full-text information from over 5,600 sources, selected to meet 
academic research needs.  
 
Accessing Lexis Nexis®:  
From campus: Go to http://libraries.cuny.edu/resource.htm. Click on the 
yellow box to the left of the database title.  
 
From home: Go to http://libraries.cuny.edu/resource.htm. Click on the link 
“Instructions for off-campus access instructions”. Follow the instructions 
provided on the next page. 
 
EASY SEARCH:  
This database defaults to the “Easy Search” page. Type your search terms in 
the “Search Terms” box and click on the “Search” button. 
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The search results are sorted and listed by relevance. You can change this 
option by opening the pull down menu and selecting to view the results 
either by “Publication Date” or “Chronological” order. 
 

 
 
The left side navigation bar allows you to view result sources by category 
(i.e., newspapers, industry, publication name). This is a helpful way of 
limiting result from a general search to a particular publication type or source 
(e.g., New York Times). 
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To view the full-text article, click on the article headline. 
 

 
 
The search terms you used will appear highlighted in the resulting articles.  
 
From the full-text article page you can print, email, or download the 
document by clicking on the respective printer, envelope, or diskette icon. 
 
 

 
 
 



    

Created by CAA 06/09 4 

Print: 

When you click on the printer icon   the following window will open. The 
default options are the ones you will want to use for a single article; 
however, you have the option from this window to print all resulting articles 
or select articles from a search. 
 
You can preview what the printed document will look like before printing by 
clicking on the “Print Preview” button. Click on the “Print” button to send to 
the printer. 
 

 
 
 

E-mail: 

Click on the envelope icon  to send an article(s) to your e-mail account. 
When you click on the icon the following window will open. The default 

Use these two 
options to 
print out all  
resulting 
articles, or  a 
select few. 
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options are sufficient, and you will note that you have the same “Document 
Range” options for e-mail as appears in the print menu.  
 
You can send your document either as an attachment or in line text (as the 
body of your email message) by opening the “Send as:” pull down menu. 
When you have reviewed your options and are satisfied, click on the “Send” 
button. 
 

 
 
 

Download: 

To download a document to disk or your hard drive, click on the  icon. The 
following window will open. As with printing and emailing, the download 
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defaults are such that all you need to do is click on the “Download” button to 
begin the downloading process. 
 

 
 
 
A new window will open. Follow the instructions to download the document to 
disk. 
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Click on the red “Results” tab to go back to the list of results. If you want to 
edit your search or conduct a new search from the “Next Steps” pull down 
menu select the appropriate option. 
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SEARCH BY SOURCES: 
The search by source or publication method allows you to identify specific 
publications for your search. 
 
Click on the “Sources” tab from the Lexis Nexis Academic home screen. 
 

 
 
 
 
On the Sources page, click on the “Find Sources” button 
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To find specific titles, under “Find Sources” choose by “Keyword”.  
 

 
 
 
Then enter the title of publication in the “Keyword” field. 
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A list of publication titles containing the keywords will be provided. 
Information about the publications (i.e.,  scope of coverage, frequency, 

language, etc.) can be obtained by clicking on the information icon  to the 
right of the publication title.  
 

 
 
Choose the appropriate title from the list by clicking on the box to the left of 
the title. The publication title will appear in the selected sources column on 
the right.  You can add multiple sources to your search by following the 
above instructions. 
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To continue your search and enter key terms, click on the red “OK-Continue” 
button. This will bring you to a general search screen and you will note that 
your selected sources will automatically appear. Enter your Search terms and 
click on the “Search” button for your results. 
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ADDITIONAL HELP: 
For additional assistance and help with this database, take a look at the 
various online tutorials that are linked to the start page. 
 

 


