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HOW TO CREATE A NEW DISPUTE? 

STEP 1  

 Log into your profile.  

 A user can only create a new dispute if he has a credit to do so. 

 Once a user has logged in, he must then click on the CREATE NEW 

DISPUTE button. 

 

STEP 2 

 The user will then be diverted to the CREATE NEW DISPUTE page.  

 It is crucial that the user (now Applicant) follow the notifications made 

available. 

 It is imperative that the user (Applicant) has all the documentation he wishes 

to upload in support of his dispute on hand in PDF format before continuing 

with the creating of a dispute process.  

 The user (Applicant) must then complete the information requested. Initially 

the information will relate to when and where the dispute took place and then 

the user will be requested to supply the basic details of the Respondent (if 

individual his name, surname, cell number and email address) 

 Once filled in the user (Applicant) must click on the LOG NEW DISPUTE 

button.  

 



P a g e  | 3 

 

 

 

STEP 3 

 Once the user (Applicant) clicks on the LOG NEW DISPUTE button, he will be 

diverted to the DISPUTE DETAILS page.  

 On this page he will be requested to supply a description of the dispute and 

also a description of the relief or compensation he is claiming. 

 To assist users (Applicants) in formulating the descriptions we have supplied 

examples. To view the examples a user must just click on the “click here to 

view examples” link. 

 Please note that that we wish to keep the process as simple and informal as 

possible. Providing brief, clear and concise descriptions will be sufficient.  

 If more detail is required, the appointed arbitrator will request said information 

at the pre-arbitration meeting.  

 Once the information is completed and the user (Applicant) is happy he then 

clicks on the SAVE button. 
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STEP 4 

 Once saved the user (Applicant) is diverted to a page confirming that dispute 

has been registered.  

 It is imperative that the user (Applicant) attentively read the notifications 

provided.  

 The user (Applicant) is now granted the opportunity to upload documentation 

he feels supports his claim and is of importance in proving his claim. He does 

so by clicking on the DOCUMENTS button. 

 He will be diverted to a new page where he then clicks on the UPLOAD 

DOCUMENTS button.  

 The user (Applicant) will then be diverted to an UPLOAD DOCUMENT page 

where he will then be positioned to upload said documentation.  

 Once uploaded the user (Applicant) must then click on the BACK TO 

DISPUTE button.  

 

 

 

 

 

 

 

 



P a g e  | 5 

 

STEP 5 

 Once the user (Applicant) has created the dispute and uploaded the 

documentation in support of his case, he then clicks on the SEND DISPUTE 

TO RESPONDENT button.  

 

STEP 6 

 The user (Applicant) will then be diverted to where he needs confirm the 

information supplied, provides the necessary consent that the dispute can be 

sent to the Respondent and also confirms/accepts that he understands the 

terms, conditions and rules of ADR Access. 

 If happy the user (Applicant) clicks on the SEND TO RESPONDENT button. 
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STEP 7 

 Once the user (Applicant) clicks on the SEND TO RESPONDENT button he 

will be diverted to a page where he will receive confirmation that the Notice 

and Statement of Dispute has been sent to the Respondent. 

 The user (Applicant) has now filed the new dispute and can log out. 

 Please note that a credit only gets deducted once the user (Applicant) sends 

the dispute to the Respondent.  

 The Respondent will then receive an email and SMS informing him that a 

dispute has been lodged and that he now has 3 working days to either settle 

or defend the claim.  

 The user (Applicant) will also be informed via email and SMS once the 

Respondent makes a decision.  

 


