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Once logged into ADR Center, 
access your “My Account” menu by 
clicking on the link at the top of the 
landing page (left of LOGOUT). 
When logged in, the My Account 
tab will display your name. In the 
example above, ADMIN, has been 
entered as the user’s name.
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Then click on the Your company 
information tab. 
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Scroll down the page to get to the 
AUTHORIZED AGENTS section. 
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In the AUTHORIZED AGENTS 
section, click on Add a new agent. 
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A pop-up will appear requesting you 
to select the agent TYPE and enter 
the Agent Company Name. 

Click on the AGENT TYPE 
dropdown box to reveal the options. 
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Your options are LAW FIRM or TPA 
(Third Party Administrator). Select 
the one you want to add. 
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After the appropriate AGENT TYPE 
has been selected, begin typing the 
name of the agent in the NAME text 
box. As you type, ADR Center will 
propose possible name matches to 
select from. Simply click on correct 
agent name. 

As previously mentioned, the agent 
must already have an ADR Center 
account in order to be added. If that 
agent does not have an existing 
account, they cannot be added as 
an authorized agent to the 
carrier/insurer account. 
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Once the correct name has been 
selected, click SUBMIT. 
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A pop-up message will advise that 
the agent has been successfully 
added to the account and can be 
seen in the AUTHORIZED AGENT 
section. 

To add additional agents, click on 
Add new a agent and repeat the 
previous steps. 
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To remove an authorized agent, 
simply click REMOVE next to that 
agent’s name. 
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That agent has now been removed. 
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