
ACCESSING 
YOUR ACCOUNT
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Once logged in, from your user home page, access the MY ACCOUNT menu by clicking on the tab with your corresponding 
user name (left of LOGOUT). The MY ACCOUNT link menu is displayed by user’s name. 

MY ACCOUNT MENU
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TABS WITHIN THE MY ACCOUNT SECTION

In the MY ACCOUNT section, there will be three 
tabs that you can access. 

1. Your profile information containing your 
contact information 

2. Your company information containing 
information regarding your company 

3. Payment information containing basic financial 
information with regards to your cash account 
and no-fault arbitration filings 
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PROFILE INFORMATION

In the your profile information tab, 
you have the ability to update your 
contact information. Click on a field 
that you want to edit or change and 
click SAVE when complete. 

Please note: You will not be able to 
change your email address since it is 
specifically tied to your user login. 
Updating a company record requires 
special permission only granted to the 
designated account administrator.

On the other hand, you can always 
change your password.
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CENTER TAB

The center tab allows you to expand the 
case to access more information about the 
parties, link cases and/or matched cases. 
Click on the dark gray tab to expand it. 
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ADDING AUTHORIZED USERS

If you are the designated administrative 
person for your company, you will have the 
ability to add authorized users to your 
account. 

This option provides multiple users within a 
company (e.g., attorneys or claims 
representatives) with access to arbitration 
cases for that particular company. See the 
add and remove authorized users tutorial 
for more information on how to add 
authorized users. 
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NOTIFICATION PREFERENCES

Notification preferences section 
allows you to establish your preferred 
method for receiving AAA 
correspondence, such as hearing and 
adjournment notices.

You can elect to receive notices by 
email, fax or print (regular mail). 
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NOTIFICATION PREFERENCES

The Distribution List under the notification preferences section allows for multiple people to be copied on any AAA 
correspondence.
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PAYMENT INFORMATION

The Payment Information tab contains 
information regarding your financial history. This 
provides you with your Cash Account balance 
and a transaction history (credits or debits) of 
the account. 

Please note: This tab is only relevant to a 
particular group of users (i.e. 
Applicants/Applicant Attorneys). Other user 
groups will have access to this tab; however, no 
relevant information will be displayed since this 
option is specific to filing fees.
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PAYMENT INFORMATION

Customers that have an established Cash 
Account will have the ability to set a LOW 
FUNDS email alert to notify them of their current 
balance. The alert can be set for a specific 
amount. 

To set it, enter the low funds amount and click 
UPDATE. If your Cash Account drops down to 
amount you set, an email will be sent to you 
advising you of your current account balance. 
Contact the AAA directly if you need to add 
funds to your cash account.
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