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Within any case record, click on the 
Document View tab. 
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Once in the Document View Tab, 
hover your mouse over the 
ACTIONS menu
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Select Upload Document.
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Select the document type that applies. 
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Click Select a file to upload.
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Select the document that you wish to 
upload from your computer. 
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If you selected a document in error, click 
Remove file and you will be able to 
remove the document and upload the 
correct one. 

Otherwise, click SUBMIT to continue with 
the upload.
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 
AAA.
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The document is now uploaded and can 
be reviewed in the Document View tab. 

To upload additional documents, go to the 
ACTIONS menu again and repeat the 
process.
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When you click on the document you just 
uploaded, a pop up appears with the 
source, document type, uploaded by, 
uploaded date, name of document, 
pages, late, unread, injured party. 
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Additionally, an entry will be recorded on 
the Timeline View indicating that a 
document has been uploaded.

If you uploaded a document in error. You 
can contact AAA and we will hide the 
document. 
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The document will appear either as a 
pop-up in a new window, a tab in your 
web browser, or will be automatically 
saved into your downloaded folder and 
can be printed or saved on your 
computer. 

Please note: All documents uploaded, 
regardless of the original format, will be 
converted into a PDF format.   
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The documents are displayed by the following 
columns:

1. SOURCE – Shows where the document 
came from

2. DOCUMENT TYPE – Describes what kind 
of document (e.g. Medical Report, Evidence 
of Payment, Peer Review Report, etc.)

3. NUMBER OF DOCUMENTS – Indicates 
how many documents are contained within 
this DOCUMENT TYPE group.

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

5. UNREAD – Indicates any documents that 
have not yet been viewed by a user. This 
feature is user specific, meaning; if multiple 
users have access to the same case(s) the 
“UNREAD” marker ( as indicated by the “X”) 
would be unique to each individual user 
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Within the columns, documents are 
organized by the SOURCE (i.e. AAA, 
CLAIMANT or RESPONDENT) and the 
DOCUMENT TYPE (i.e. Medical 
Reports, Brief of Parties, Evidence of 
Payment, etc.) 

Think of the DOCUMENT TYPE 
column as folders that contain 
documents of the same kind. Once the 
documents are indexed by the AAA, 
ADR Center puts documents of the 
same type within a folder/group.

Please note that each document is in 
the form of a link, which can be clicked 
on.
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The DOCUMENT TYPES will be 
displayed in the following order, but will 
only display if that specific document 
type exists on the case:

1. Applicant Document

2. Defense

3. Supplemental Document

4. Post Hearing Submission

5. Arbitration Request

6. All other document types will be in 
alphabetical order 
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The NUMBER OF DOCUMENTS 
column will let you know how many 
documents are contained within this 
document type group. DO NOT confuse 
this with “number of pages”. For 
example, under “Medical Report” there 
is 1 document within this group
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To access a document, simply click on 
the desired document type group. 
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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 
will either open within your browser or 
download to your computer. 
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Once a document has been 
viewed, the UNREAD column will 
update and the “X” symbol will 
disappear.
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UNREAD DOCUMENT 
“X” IS SHOWN

READ DOCUMENT 
“X” IS NOT SHOWN
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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. 
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documents that are unread. 

When accessing this group, you can see that 2 of the documents 
in this group are still UNREAD.
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Once all documents within that group 
have been viewed or read, the 
UNREAD “x” symbol will disappear.
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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.
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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 
appear.  Then click on “Mark as 
Unread”.
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Once updated under document 
actions, a pop-up window will appear 
advising that the action has been 
“Successfully Updated”.
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The document is now marked as 
UNREAD but ONLY to this user.

UPLOADING AND VIEWING A DOCUMENT



26

The change will also be reflected in 
the main Document View tab. 
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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 
main DOCUMENT VIEW tab, it does 
not mean all documents contained in 
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 
document type group. It contains 
three documents.
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When we open this group of 
documents, you will see that there 
are three documents in this group. 
Of those three, only one of them is 
marked as “late”. 
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