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• ADR Center will provide a company with the ability to add AUTHORIZED USERS to its account in order to grant 
internal users access to NY No Fault cases for that company

• Only the “ADMIN” person(s) (as designated by that company) has the ability to add users

• A company’s “ADMIN” person also has the ability to remove users from their company’s account

• A company can also set multiple users to be an “ADMIN” person, if needed
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MY ACCOUNT

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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YOUR COMPANY INFORMATION

Then click on your company 
information tab. 
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AUTHORIZED USERS

Next, go to the AUTHORIZED USERS 
section. 
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AUTHORIZED USERS

Under the AUTHORIZED USERS section, to add a new user click the + Add a new user button. 
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AUTHORIZED USERS

A pop-up will appear asking you to 
enter the new user’s contact 
information. 

Please Note: The new user MUST 
have a valid email address in order to 
have a user account in ADR Center. 
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AUTHORIZED USERS

Enter their contact information and 
click SUBMIT. 
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AUTHORIZED USERS

An email will be sent to the new 
user’s email address containing a 
link for them to complete the new 
user access. 
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AUTHORIZED USERS

The link will take that user to a 
section of ADR Center to allow them 
to create their password. 

Create a password, accept the 
“Terms of Service” and click 
CONTINUE to complete the 
registration. 

Once the password has been set by 
the new user, they will be taken to 
their user homepage and can begin 
accessing cases. 
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AUTHORIZED USERS

The user has now been added as an authorized user for the 
company’s account. To add more authorized users, simply click 
the Add a new user button again and repeat the process. 

You also have the ability to indicate whether or not the new user 
can act as an ADMIN USER by checking the box next to their 
name under the ADMIN column. This will give that user 
administrative privileges to the account and will allow that user to 
add additional users, if needed. Uncheck the box if you want to 
revoke their administrative privileges. This can only be done by 
the current ADMIN user. 

To delete a user, simply click REMOVE next to that user’s name. 
You will receive a confirmation that the user has been 
successfully removed. 
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