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The Filter Tab provides you with 
the ability to organize your home 
page to display cases based on 
your filtered criteria. To begin, click 
on the filter tab at the top-left 
section of your user home page. 

FILTER TAB



3

The tab will expand to provide you 
with various options to filter the 
view of your cases. 
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The filter tab will display any 
pending TASKS that you have on 
your cases. The number in 
parentheses next to the TASK 
indicates how many of your current 
cases have that particular TASK 
pending. 
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If you would like to filter your cases 
by pending TASKS, simply select 
the TASK option.
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Scroll down the filter tab and then 
click SEARCH. 
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Your cases grid will filter to display 
only those cases that have the 
selected TASK pending. 
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You also have the ability to filter 
your cases by specific case 
attributes. The available filter 
options correspond to the columns 
in your cases grid. 
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Click on any of the circle icons to 
expand a specific case attribute. In 
this example, we want to filter 
cases involving a specific Applicant 
Attorney. 
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Once the selected attribute is 
expanded, click Add. 
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A text box will appear to allow you 
type in a specific entry. 
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As you begin to type, the auto-
predict feature will propose possible 
matches for your to select. 
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Once the information has been 
entered, click ADD. 
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The name now is set in the filter 
options. If you want to add 
additional names, click Add again 
and repeat the previous steps.
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The additional name is now added. 
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Now that the name has been 
added, check it and click SEARCH. 
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The cases grid will now only display 
cases involving that particular 
Applicant Attorney. This filter 
process will work in the same 
manner if the other filter options are 
selected. 
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This filter process will work in the 
same manner if the other filter 
options are selected, with the 
exception of ACCIDENT DATE and 
INJURED PARTY. In these fields, 
after entering the accident date or 
injured party’s name, simply click 
SEARCH. 
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The filter tabs also allow you to do a 
combination of filters. In this 
example, the cases grid was filtered 
to show cases involving a specific 
Applicant Attorney with a specific 
pending Task. This allows you to 
filter your cases by multiple tasks 
and/or case attributes. 
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To reset the filters to the original 
view, click RESET FILTERS. 
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The cases grid will reset to the 
original view of all your cases. 

Please Note: Using the filtering tab 
will not permanently change how 
your cases will be displayed. If the 
page is refreshed after the filters 
have been applied, the grid will 
reset back to the original view. The 
same applies if you logout and log 
back in, go to the Home page or 
jump from one page to another.
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This filter tab will also perform a 
case search function. You can 
search your cases by the specific 
CASE NUMBER, OLD CASE 
NUMBER (this only applies to case 
numbers that were used in the 
AAA’s ECF for Parties system) or 
CLAIM NUMBER.
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Type in the number you want to 
search by in one of the fields and 
click SEARCH.
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Once you click search, ADR Center 
will take you directly into that case 
record.
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