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When a respondent is accessing a case 
record for the first time, ADR Center will 
require the user to complete the First Time 
Form. However, users now have the ability 
to view the electronic AR-1 Form prior to 
completing this task by simply clicking on 
“Click to view the AR1 form”.
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The electronic AR-1 Form will appear in a new browser tab, which will allow the user to view the contents of the electronic AR-1
Form.
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After reviewing the AR-1, the user can return 
to the First Time Form task and select one of 
three highlighted options.

COMPLETING THE FIRST TIME FORM TASK



5

If you believe you are not the correct 
respondent, select “We are not the correct 
respondent” and click SUBMIT.
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Selecting either “We are the correct 
carrier” or “We are the correct Third 
Party Administrator (TPA)” will expand 
the pop-up window to reveal the section 
to confirm the underwriting company 
information.
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If the company/carrier is SELF-INSURED, 
simply check the “Self Insured Carrier” 
box and click SUBMIT. 
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To confirm the correct underwriting 
company, the user can begin typing the 
name of the company in the Underwriting 
company section and ADR Center will 
propose possible matches to select. 
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Alternatively, if the user knows the company NAIC number, begin typing the NAIC number and ADR Center will propose 
possible matches to select.
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After the correct underwriting company has been selected, check the confirmation box and click SUBMIT. The comments 
section is optional.
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Once completed, a timeline entry is 
logged in the case record to indicate 
confirmation of the underwriting 
company. 
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Users will also have the ability to update 
the underwriting company if there was 
an error made. Under ACTIONS menu, 
select Add/Update Underwriting 
Company.
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A pop-up window will appear to allow 
the user to enter the update information. 
Again, the user will have the option of 
entering the name or entering the NAIC 
number.
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Select the appropriate underwriting 
company and click SUBMIT.
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The timeline entry will update to reflect 
the updated underwriting company. The 
underwriting company is also available 
in the case details dropdown tab.
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The underwriting company will be 
displayed in the Carrier information 
section.
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