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Within this tutorial, we will take a look at how you can…
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If you and the Financial 
Institution cannot settle at 
mediation, you may choose to 
continue with adjudication. Your 
case manager will ask you to 
make your adjudication 
submission.

Begin by going to your 
dashboard and locate your case. 
It should have the Sub Status: 
“Pending 1st Submission – CM”. 
Click on the Case Name to be 
directed to the Case Details 
page. 

1

MAKE A PRE-ADJUDICATION SUBMISSION

Scroll down to Section 7 –
Adjudication. Click on the Pre-
Adjudication Declaration form. 
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3 You should be redirected to the 
Pre-Adjudication form. 

Some helpful tips:
You can only select one Nominee. 
If you wish to include additional 
Nominees, please contact us.

4 First, fill in the Amount Claimed. 
You will later have to explain and 
prove this claim by uploading 
supporting documents in the 
case details page.

5 You can next choose to add a 
Nominee or choose an existing 
Nominee. To learn how to add a 
Nominee, refer to Page 5. 
Otherwise, go directly to Page 6.

MAKE A PRE-ADJUDICATION SUBMISSION
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To add a Nominee, select Yes & 
click the                     button. Enter 
the details of your Nominee. You 
must fill up all the fields. Read 
and complete all the terms, then 
click              to complete the 
process.

Your Nominee should now be 
displayed within the table.

Some helpful tips:
There are additional declarations 
that you need to provide if your 
nominee is a lawyer. These are 
available on the same website as 
the Nominee confidentiality 
agreement.

MAKE A PRE-ADJUDICATION SUBMISSION
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Next, please fill in a detailed 
description of any further 
submissions that you want to 
include. 

Select No if you do not need to 
call upon a witness. If you 
choose to do so, select Yes. To 
learn how to call upon a witness, 
refer to the next page, Page 7.
Otherwise, proceed to Page 8.

Some helpful tips:
Do note that you can only add 
one witness. If you wish to 
include additional witnesses, 
please contact us. 

MAKE A PRE-ADJUDICATION SUBMISSION
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Now, select the type of 
Adjudication you wish to pursue.

Some helpful tips:
Do note that if your complaint 
has been classified as a Non-
Injury Motor Accident (NIMA) 
case, you will only see the option 
for In-Person Adjudication.

Click on the Terms of Conditions 
for your selected type of 
Adjudication. Read and then 
acknowledge that you accept the 
terms before clicking             to 
complete the form. Upon 
submission, a success message 
will be shown.
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MAKE A PRE-ADJUDICATION SUBMISSION
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Once you complete your pre-
adjudication form, you will need 
to make your submissions. On 
the case page, scroll down to the 
Upload Documents section and 
click                  .

Fill in the document name and 
select the matching document 
type under Type of Document. 
Click                to select your 
document and then click           . 

Some helpful tips:
You can learn the type of 
documents you can upload by 
hovering your cursor over the      

icon beside the phrase Please 
upload all your documents.

MAKE THE 1ST SUBMISSION
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Now, you can organize the 
documents you would like to 
submit in the First Submission 
Column. Choose 1 for the 
document you want to appear 
first, 2 for the next, and so on.

Once done, scroll to the bottom 
of the page and click 
to complete your First 
Submission.

Some helpful tips:
In addition to making your 1st 
submission, you will have to pay 
an adjudication fee using one of 
FIDReC’s payment options. Please 
refer to the email sent to you for 
more details.

MAKE THE 1ST SUBMISSION
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5 In certain instances, your case 
manager may choose to return 
your First Submission to you. If 
returned, you will be notified via 
email. Once you log in, you will 
see that the Sub Status displayed 
for your complaint will be “1st

Submission Returned”. To 
submit new documents or edit 
your submission, simply click on 
the Case name and update the 
details following the steps 
mentioned on pages 3 – 9.

Some helpful tips:
Please follow the instructions of 
your Case Manager when you 
make your changes.

WHAT TO DO WHEN THE FIRST SUBMISSION IS RETURNED 
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After both parties have made 
their 1st submissions and these 
are exchanged, FIDReC will allow 
both parties to submit a response 
or additional documents. This is 
optional. A case that is ready for 
Second Submission will have 
Pending 2nd Submission in its 
Sub Status.

Once you are in the Case Details 
page, scroll to the Upload 
Documents section as you did for 
1st Submission. Click                      . 
Repeat the steps on pages 8 and 
9. 

MAKE THE 2ND SUBMISSION 
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If the adjudicator makes an 
award to the complainant and 
the complainant was not able to 
sign the Settlement Agreement 
after the reading of the Grounds 
of Decision, the case manager 
can send the Settlement 
Agreement for the complainant 
to accept through the FIDReC
portal.

Click on the Case that should have 
the Sub Status Pending 
Complainant Decision on Award. 
Scroll to Section 7 – Adjudication 
on the Case Details page. You will 
see the document Settlement 
Agreement.

MAKE A DECISION ON THE AWARD 
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A Settlement Agreement 
window will appear when you 
click on the document.

View the details of the 
Settlement Agreement. Make 
sure you read and understand all 
the terms.

Some helpful tips:
You will be given 7 days to come 
to a decision and submit the 
Settlement Agreement. You 
may seek legal or other advice 
at your own cost if you wish.

MAKE A DECISION ON THE AWARD 
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5 When you are ready, select ‘Yes’ 
or ‘No’ in the field ‘Do you accept 
the terms of the settlement 
agreement?’. Next, click              
and your response will be sent to 
FIDReC.
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Thank you!


