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LAW FIRM
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Prior to being able to appoint a law 
firm to a case, that law firm must be 
an added AUTHORIZED AGENT 
under your company account and 
already have an existing account in 
ADR Center. 

This can be done in the MY 
ACCOUNT section of ADR Center. 
Please refer to the MY ACCOUNT 
user guide for instructions on how 
to add AUTHORIZED AGENTS.

ADD A NEW AUTHORIZED AGENT
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APPOINT A LAW FIRM

Within the case record, hover your mouse 
over the ACTIONS menu and select 
APPOINT LAW FIRM.
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APPOINT A LAW FIRM

A pop-up window will appear to select a law 
firm. 

Please Note: That once a law Firm has 
been appointed, the ability to manage the 
case would be restricted to that Law Firm.
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APPOINT A LAW FIRM

Select a law firm from the list of Authorized 
Agents previously established and click 
SUBMIT.
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APPOINT A LAW FIRM

A pop-up warning will appear as a 
security feature to confirm that you 
want to appoint this particular law firm 
on the case. If so, click SUBMIT.
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APPOINT A LAW FIRM

The law firm now has been 
appointed to the case and will have 
access to manage the case in ADR 
Center. All TASKS and ACTIONS 
pertaining to the case now will be 
shifted to the appointed law firm. 
Once the appointed law firm logs 
into their ADR Center account, this 
case will be available on their 
homepage.
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APPOINT A LAW FIRM

Once the webpage is refreshed you 
will find that the Law Firm has been 
appointed in the case caption. Also, 
you will see that the Law Firm has 
been appointed in the Timeline View.
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REMOVE A LAW FIRM

Within the case record, hover your 
mouse over the ACTIONS menu and 
select REMOVE LAW FIRM.
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REMOVE A LAW FIRM

A pop-up window will appear to select 
a law firm. 

Please Note: Once a Law Firm has 
been removed, the ability to manage 
the case would be revoked from that 
Law Firm.

Select a law firm from the list of 
Authorized Agents previously 
established and click SUBMIT
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REMOVE A LAW FIRM

The law firm now has been 
removed from the case and will no 
longer have access to manage the 
case in ADR Center. 

All TASKS and ACTIONS 
pertaining to the case now will be 
removed from the law firm. Once 
the removed law firm logs into their 
ADR Center account, this case will 
no longer be available in it’s user 
homepage.
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REMOVE A LAW FIRM

Once the webpage is refreshed 
you will find that the Law Firm has 
been removed from the case 
caption. Also, you will see that the 
Law Firm has been removed in the 
Timeline View.
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