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UPLOADING AND VIEWING A DOCUMENT

Within any case record, click on the
Document View tab.

Case:

Phase:

Status:

ADR Center Team 1
Phone:

Email:

Date of Accident:
Amount in Dispute:
Dates of Service:
Insurer claim No.

Applicant File No.

AAA

41-18-1089-6329

1 - Conclliation

1.e. Past 60 days

(646) 663-3461

ADRCenterTeam1@adr.org

1072002016

$1,040.00

12/01/2016 -0

DOCUMENT TYP

Applicant Attorney:  Test & Test Law Firm (CA)
Injured Party(les): Test Test
Medical Provider(s): Tes! Medical PC

Respondent Attorney: Test Case Law Firm (RA)

TPA: Testing Administrative Services
Carrier: Testing Insurance Company
Arbitrator:
Hearings:

Ar-1 (arbitration Request)

i c P

Related cases:
Linked: 0
Matched: 0

Camier Response Due




UPLOADING AND VIEWING A DOCUMENT

Once in the Document View Tab,
hover your mouse over the
ACTIONS menu

Case:

Phase:

Status:

ADR Center Team 1
Phone:

Email:

Date of Accident:
Amount in Dispute:
Dates of Service:
Insurer claim No.

Applicant File No.

AAA

41-18-1089-6329

1 - Conclliation

1.e. Past 60 days

(646) 663-3461

ADRCenterTeam1@adr.org

1072002016

$1,040.00

12/01/2016 -0

DOCUMENT TYP

Applicant Attorney:  Test & Test Law Firm (CA)
Injured Party(les): Test Test
Medical Provider(s): Tes! Medical PC

Respondent Attorney: Test Case Law Firm (RA)

TPA: Testing Administrative Services
Carrier: Testing Insurance Company
Arbitrator:
Hearings:

Ar-1 (arbitration Request)

i c P

Related cases:
Linked: 0
Matched: 0

Camier Response Due




UPLOADING AND VIEWING A DOCUMENT

Select Upload Document.

Phase:
Status:
ADR Center Team 1
Phone:

Email:

Date of Accident:
Amount in Dispute:
Dates of Service:
Insurer claim No.

Applicant File No.

1 - Concilsation

1.e. Past 60 cays

ADRCenterTeam

10/202016

€4 NN N0
$1,040.00

12/01/2016 - 05/0

332423453R54

Injured Party(les): Test T Linked: 0

Maiched: 0
Test Medical PC

Medical Provider(s):

Camer Response

Respondent Attorney: Test Case Law Fim (RA) 05/14/2018
TPA: Testing Administrative Services
1@adrorg  Carrier: Testing Insurance Company

Arbitrator:

Hearings:

Ar-1

arbftration 1 A
cation - Appoint LawFin ra Case 2 X
aton efen Flle Reminder 4 X




UPLOADING AND VIEWING A DOCUMENT

Select the document type that applies.

Close x

Upload a Document

41-18-1089-6329: Test Medical P.C. / Test Test vs. Testing Insurance Company

Select the document type

T ]
( Supplemental Submission §
3
Settiement Agreement

NOTE

The g document are pdf, Jjpeg, .png, .text, .doc, .docx, xis, xIsx,
ppt and .pptx. All documents will be converted into PDF format upon upload. The size of
image files and the alignment of excel files may be automatically modified in order to
generate the PDF.

Cancel




UPLOADING AND VIEWING A DOCUMENT

Click Select a file to upload.

Date of Accident: 1072012016 Arbitrator:

|—
Amount in Dispute: $1 @
Dates of Service: 124
Upload a Document

41-18-1089-6329: Test Medical P.C./ Test Test vs. Testing Insurance Company

Insurer claim No. 332

Applicant File No. N/A

Select the document type —_—
Timeiine View . Select Document Type Filter ¥ Actions 'V
B - ACENCTE
AAA X
i X
. X
X
2.

NOTE

Claimant

By using this site, yc




UPLOADING AND VIEWING A DOCUMENT

Select the document that you wish to [eopen e - - vﬁﬁﬂ
upload from your computer.

OQv[ |, » UPLOADS

v | 44 ]| Search UPLOADS ol
Organize v New folder

3=z w m @
7 Favorites R

= Date modified
7| T settlement-2018-07-13

2 Recent Places
Bl Desktop

Type

7/13/2018 4:38 PM Adobe Acrobat D... 107 H
& Downloads

Bl Desktop
- Libraries
9 Homegroup

i3 Contacts
m Desktop
& Downloads

v ||Rd

m | »
File name:

- [AuFiles -

[ Open |VI [ Cancel ]




UPLOADING AND VIEWING A DOCUMENT

If you selected a document in error, click
Remove file and you will be able to Date of Accident:  10/20/2016 Arbitrator:
remove the document and upload the Amount in Dispute: $1

correct one. @

Close

Dates of Service: 12/

Otherwise, click SUBMIT to continue with nswercamne. 324 UPload a Document

the upload.

3 g 41-18-1089-6329: Test Medical P.C. / Test Test vs. Testing Insurance Company
Applicant File No.

Select the document type

Please note that you may only remove a
document before you hit submit. If you
click submit and then would like to

remove a document, please contact the _ s e .—
X

AAA.
NOTE

Filter ¥ Actions ¥

Timeline View Select Document Type

AAA
The following document formats are allowed: .pdf, .jpeg, .png, .text, .doc, .docx, .xlIs, .xIsx. B
.ppt and .pptx. All documents will be converted into PDF format upon upload. The size of X
image files and the alignment of excel files may be automatically modified in order to
generate the PDF.
X
Cancel | Submit X
Claimant X

@ AMERICAN ARBITRATION ASSOCIATION®




UPLOADING AND VIEWING A DOCUMENT

U T37Z0T0

The document |S nOW uploaded and Can Phone: (646) 663-3461 TPA: Testing Administrative Services
be reV|ewed In the Document View tab Email: ADRCenterTeami@adr.org  Carrier: Testing Insurance Company
To upload additional documents, go to the

ACTIONS menu again and repeat the arvtrator:

process Amount in Dispute: $1,040.00 Hearings:

Dates of Service: 12/01/2016 - 05/04/2017
Insurer claim No.  332423453R54

Applicant File No. N/A

Filter ¥ Actions ¥

Timeline View AR -1

NUMBER OF
SOURCE DOCUMENT TYPE DOCUMENTS UNREAD
AAA 1 X

Ar-1 (arbitration Request)

Notification - Initiation Letter 1 X
Notification - Message 3 X
Notification - Settlement Offer 1 X

I Claimant Application document 1 X I




UPLOADING AND VIEWING A DOCUMENT

Phase: 1 - Conciliation Injured Party(ies): Test Test Linked: 0

When you click on the document you just e - N T =
uploaded, a pop up appears with the ‘ © c.

Carrier Response Due:

‘ € ADR Center Team 1 Respondent Attorney: Test Case Law Firm (RA)
source, document type, uploaded by, e _ . i
Phone: (646) 663-3461 TPA: Testing Administrative Services
uploaded date, name of document, JE i} B . _
.. mail: enterTeami@adr.org  Carrier: Testing Insurance Company
pages, late, unread, injured party. @ o
,_J Document Detail View -

| Document actions + |

DOCUMENT = INJURED
SOURCE TYPE UPLOADED BY: UPLOAD DATE NAME PAGES LATE UNREAD PARTY

Received
Notification - Settlement
System Settlement System Apr 12, 2018 Offer - Case 1 X All
Offer 41-18-1089-
6329
AAA Ar-1 (arbitration Request) 1 X
Notification - Initiation Letter 1 X
Notification - Message 3 X
Notification - Settlement Offer 1 X




UPLOADING AND VIEWING A DOCUMENT

Additionally, an entry will be recorded on B Aot e
the Timeline View indicating that a

Amount in Dispute: Hearings:
document has been uploaded.

Dates of Service: Case Issues: Acupuncture, Duplicate treatment; Duplicate bill, Fees not in accordance with fee schedule,
If you uploaded a document in error. You . Claim denied based on negative physical exam, Office visit/ consultation

can contact AAA and we will hide the
document.

Applicant File No,

e

'I)ocument View AR-1 Pending Notifications Tasks (1) ¥ Actions ¥

| @ 07/16/2018, AAA ( ) uploaded a Supplemental Document |




UPLOADING AND VIEWING A DOCUMENT

New York Insurance Case Management Center

Maureen Kurdzied
AMERICAN ARBITRATION ASSOCIATION" Vice President
, 11th Floor, New York, NY 10271

120 Broadway,
Telephone: 817 438 1500, Facsimile: 917 438 1600

04/12/2018
_ _ Addresseols): 125 Mai Swoat

The document will appear either as a Koo Yo N 11111
pop-up in a new window, a tab in your
web browser, or will be automatically o Tes cial .. o Test Test
saved intc_) your downloaded folder and AACase o Testing insurance Company
can be printed or saved on your Date of Aceidont: 1012012016

Applicant File No.: N/A
com p uter. Ir?::ucmr:‘:a Claim No.: 332423453R54

Dear Test & Test Law Firm,
Please nOte: A" documents uploaded7 We are pleased to inform you that we have received a settlement offer in the above referenced matter from
regardless of the original format, will be esty Law Fim. The ems oftne offer are 23 folows:

Converted intO a PDF format. Submitted by: Testing 123 (000-000-0000 ext. 555)

Principal Amount: $1,040.00
Interest: $100.00

Attorney fee: $1,360.00
Filing fee: $40.00

TOTAL: $2,540.00
Comments: "H/"

Please log into your online account at your earliest convenience in order to review the terms of this
settiement offer.

Very truly yours,

American Arbitration Association
ADR Center Team 1

Tel: (646) 663-3461
ADRCenterTeam1@adr.org




UPLOADING AND VIEWING A DOCUMENT

Carrier Response Due:

The dOCl.JmentS are dISpIayed by the fOIIOWing € ADR Center Team 1 Respondent Attorney: Test Case Law Firm (RA) i
COI u m ns " Phone: (646) 663-3461 TPA: Testing Administrative Services
1- SOU RCE — ShOWS Where the docu ment Email: ADRCenterTeami@adr.org ~ Carrier: Testing Insurance Company
came from
2. DOCUMENT TYPE _ DeSCFIbeS What k|nd Date of Accident:  10/20/2016 Arbitrator:
of document (e.g. Medical Report, Evidence Amount in Dispute: $1,040.00 Hearings:
of Payment, Peer Review RepOI't, etC.) Dates of Service:  12/01/2016 - 05/04/2017
3. NUMBER OF DOCUMENTS - Indicates B et
how many documents are contained within CEDE SRR o 1o
this DOCUMENT TYPE group.

4. LATE - Indicates whether or not a e e o ey e
document submission was marked late ( as
indicated by the red “X”).

5. UNREAD - Indicates any documents that e At (ablaton Reaues ' X
have not yet been viewed by a user. This Notification - niiaion Leter 1 X
feature is user specific, meaning; if multiple Notifcation - Message 3 X
users have access to the same case(s) the Notification - Settiement Offer 1 .

“UNREAD” marker ( as indicated by the “X”)
would be unique to each individual user

Claimant Application document 1 X




UPLOADING AND VIEWING A DOCUMENT

Carrier Response Due:

Within the COlumnS, documents are € ADR Center Team 1 Respondent Attorney: Test Case Law Firm (RA)
organized by the SOURCE (i.e. AAA,

05/14/2018

one: (646) 663-3461 2 Testing Administrative Services
CLAIMANT or RESPONDENT) and the i . i L
DOCUMENT TYPE (|e Medical Email: ADRCenterTeami@adr.org =~ Carrier: Testing Insurance Company
Reports, Brief of Parties, Evidence of
Payment, etc.) Date of Accident:  10/20/2016 Arbitrator:
Th|nk Of the DOCUMENT TYPE Amount in Dispute: $1,040.00 Hearings:
COlumn as fOlderS that Contain Dates of Service:  12/01/2016 - 05/04/2017
documents of the same kind. Once the Insurer claim No.  332423453R54
documents are indexed by the AAA, R

ADR Center puts documents of the
same type within a folder/group.

Timeline View AR -1 Filter ¥ Actions ¥

Please note that each document is in
the form of a link, which can be clicked

On ' AAA Ar-1 (arbitration Request) 1 X
Notification - Initiation Letter 1 X

Notification - Message 3 X

Notification - Settiement Offer 1 X

Claimant Application document 1 X




UPLOADING AND VIEWING A DOCUMENT

The DOCUMENT TYPES will be -
displayed in the following order, but will _
only display if that specific document
type exists on the case: At arplten Reques
Notification - Case Escalated Arbitration 2 X
1. Applicant Document Notfcation - Case Sefted 2 x
Notification - Defense File Reminder 1 X
2 ) Defense Notification - Initiation Letter 2 X
3. Supplemental Document Notficaton - Settiement Offer 1 X
Claimant Application document 1 X
4. Post Hearing Submission o o s 1 §
5. Arbitration Request Assignment / Authorization To Afbtate Docs ' X
Briefs Of Parties / Arguments 1 X
6. All other document types will be in o Cover Sheet | Cover Letier . x
alphabetical order e Test Findings ) .
Nf3 - Verification Of Treatment 1 X
Proof Of Mailing 1 X
Table Of Contents 1 X
Respondent Supplemental Document 1 X
Briefs Of Parties / Arguments 1 X
Nf10 - Eob Denial/explanation Of Benefits 1 X




UPLOADING AND VIEWING A DOCUMENT

The NUMBER OF DOCUMENTS Timeline View AR-1 Pending Notifications Filter ¥ Actions ¥
column will let you know how many
document type group. DO NOT confuse
this with “number of pages”. For A - - -
example, under “Medical Report” there Lttcaion case escated e 2 |
is 1 document within this group Notification - Defense File Reminder 1 X
Notification - Initiation Letter 2 X
Notification - Message 2 X
Claimant Application document 1 X
I Supplemental Document 1 X X I
Ar-1 (arbitration Request) 1 X
Assignment / Authorization To Arbitrate Docs 1 X
Briefs Of Parties / Arguments 1 X
Medical - Peer Review Rebuttal 1 X X
Medical Referral 1 X
I Medical Report 1 X I
Medical- X-ray / Mri Results 1 X




UPLOADING AND VIEWING A DOCUMENT

To access a document, simply click on e e I Fiter ¥ Actions ¥
the desired document type group.
AAA Ar-1 (arbitration Request) 1 X
Notification - Case Escalated Arbitration 2 X
Notification - Defense File Reminder 1 X
Notification - Initiation Letter 2 X
Notification - Message 2 X
Claimant Application document 1 X
Supplemental Document 1 X X
Ar-1 (arbitration Request) 1 X
Assignment / Authorization To Arbitrate Docs 1 X
Briefs Of Parties / Arguments 1 X
Medical - Peer Review Rebuttal 1 X X
Medical Referral 1 X
Medical Report 1 X




UPLOADING AND VIEWING A DOCUMENT

A pop-up window will appear called “
Document Detail View”. This pop-up will
display all the documents contained within
the document type group. In the example
below, there are 2 separate documents
contained within the “Initiation Letter”
document type group that was selected. The
columns headers within the pop-up window
can be sorted by clicking the corresponding
arrows next to the column name. This can
be useful if the document type group
contains a significant number of documents.

To access a specific document, click on the
link in the NAME column. Depending on
your browser ( i.e. Internet Explorer, Google,
Chrome, Safari, etc.) settings, the document

Timeline View AR-1  Pending Notifications

Filter ¥ Actions ¥

®

Document Detail View

| [ ] ‘SOURCE DOCIRENE UPLOADED BYA | UPLOAD DATE

TYPE

Notification -

SHE Initiation Letter

System Oct 21, 2016

Notification -

STRE Initiation Letter

System Oct 21, 2016

NAME

Initiation Letter
- Case 41-16-
1046-1594

Initiation Letter
- Case 41-16-
1046-1594

Briefs Of Parties / Arguments
Medical - Peer Review Rebuttal
Medical Referral

Medical Report

Medical- X-ray / Mri Results

Close

Document actions +

INJURED

UNREAD PARTY

X All

X All
1 X
1 X X
1 X
1 X
1 X

will either open within your browser or
download to your computer.

8

@ AMERICAN ARBITRATION ASSOCIATION®



UPLOADING AND VIEWING A DOCUMENT

Once a document has been Timeline View “ AR-1  Pending Notifications Filter ¥ Actions ¥
viewed, the UNREAD column will
isappear.
AAA ) 1 X

Ar-1 (arbitration Request

Notification - Amendment notice 2 X

Notification - Appoint LawFirm for a Case 1 X

UNREAD DOCUMENT
“X” 1S SHOWN

Notification - Case Escalated Arbitration

[}
'

Notification - Defense File Reminder 4 X
Notification - Initiation Letter 2 X
Notification - Retract Settlement offer 4 X
Notification - Settlement Offer 2 X
Claimant Application document 1 X
Supplemental Document 1 D BXE”AII; zgg Lél\ll-llgrc-er
Ar-1 (arbitration Request) 2 X




UPLOADING AND VIEWING A DOCUMENT

HOWEVER, if at least one document within a group is “unread”, the document group will be marked as UNREAD. This is to advise
you that this document group contains a document that is still unread.

For example, the “email-confirmation” contains When accessing this group, you can see that 2 of the documents
documents that are unread. in this group are still UNREAD.
- ' ' AAA Email - Confirmation 3 X
@A Close
Document Detail View
AAA (Ejzynnaf:‘rr;1311on SystemUser  Nov 05, 2013 Egﬁ‘;émm 2 Al
ON.pdf
AAA E?:rll‘rr'nanon System User Nov 05, 2013 EQQ‘FLIF-UJAT\ 2 All
ON.pdf
AAA Eg‘jr'l‘r;nam SystemUser | Jul 30, 2014 E%rzir-wm 1 Al
Ar-1 (arbitration Request) 1 X




UPLOADING AND VIEWING A DOCUMENT

Once all documents within that group
have been viewed or read, the

UNREAD “x” symbol will disappear.

AM £ma nhrmaty




UPLOADING AND VIEWING A DOCUMENT

If desired, you have the ability to
relabel a document as “unread”.
Simply click on the document you

want to change and a pop-up
window will appear. Document Detail View

Application
O Craimant o System User  Mar 15,2018  2186141.pat 63




UPLOADING AND VIEWING A DOCUMENT

Check off the box on the left hand
side of the document you want to
update. Click on the Document

Actions, a drop down menu will Document Detail View

appear. Then click on “Mark as
Mark as Read

Unread”.
Application

document

Close x

Claimant

System User Mar 15, 2018 2186141.pdf 63 X




UPLOADING AND VIEWING A DOCUMENT

Once updated under document
actions, a pop-up window will appear
advising that the action has been
“Successfully Updated”.

O Successfully updated

Close x

Document Detail View

Application

e e System User Mar 15, 2018 2186141.pdf

Claimant




UPLOADING AND VIEWING A DOCUMENT

The document is now marked as 4
UNREAD but ONLY to this user. @ e
M Document Detail View 25
| Document actions ~ |
O e e e N
Claimant Qgﬁ"&';ﬂﬁ” SystemUser  Mar15,2018  2186141.pdf

W v

AAA Ar-1 (arbitration Request) 1 X
Notification - Initiation Letter 1 X
Notification - Message 3 X
Notification - Settliement Offer 1
Claimant Application document 1 X




UPLOADING AND VIEWING A DOCUMENT

The change will also be reflected in e e e RAEL
the main Document View tab. s
Amount in Dispute: $1,040 00 Hearings:
Dates of Service: 120172016 - 05/04/2017
Insurer claim No. 332423453R54

Applicant File No. N




UPLOADING AND VIEWING A DOCUMENT

If a document was submitted late, it
will be marked late by the AAA staff,
and a red “X” will appear next to that
document under the LATE column.
However, if you see this “X” in the Acttzaion Lae
main DOCUMENT VIEW tab, it does : S——
not mean all documents contained in e
the group/folder are late. This means
that at least one document in that
group is marked late.

Let’s look at the MEDICAL REPORT taemant
document type group. It contains A3 Gaebitzation Feecrams
three documents. e




UPLOADING AND VIEWING A DOCUMENT

When we open this group of @ Close >
documents, you will see that there
are three documents in this group.
Of those three, only one of them is Document actions
marked as “late”.

Document Detail View

MEDICAL

REPORT paf

American
Arbitration a - a

Claimant Medical Report 5 a - Jul 23, 2015 Medical Bills.pat 4 @
Association

(Phanite Prak)

SOURCE YOCUMEN YPE F D By AD DATE NAM AGE S IRES
[ Claimant Medical Report System User Jun 06, 2014 MEDICAL 2 X |
| Claiman Medical Repo ystem Use un 06, 2014 REPORT pdf 2 X
5 X

Claimant Medical Report System User Jun 06, 2014

1 [ Status/follow-up Letter 1 2 ' ] X i




©2018 American Arbitration Association, Inc. All rights reserved.



