Online Settlement Tool Guide
How to Locate the Online Settlement Tool:
Step 1: To access the tool, navigate to AAA WebFile® located on the American Arbitration Association® homepage
at www.adr.org and click on “My Account”. Follow the login instructions. If you do not already have an account,
please contact your case administrator.
Step 2: Next, you may click on either “My Cases” within the sidebar on the left or click on “View My Cases” located
on the main screen.

Step 3: Locate the case within the “My Cases” Grid. To locate the case, use the search features at the top of the case
grid as noted below.

Step 4: Once you have located the case, click on the associated case number to be directed to the case record. The
Online Settlement Tool is located on the right-hand side of the case record and is titled “Make Settlement Offers”.
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How to Make an Offer:
Step 1: Within the case record, click on “Make Settlement Offers”.

Step 2: Under the heading “Make Offer”, complete each of the required boxes.

Step 3: After all of the information has been added, click “Submit Offer”. A pop-up box will appear to confirm the
offer has been successfully transmitted.
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How to Review My Pending Offers:
Step 1: Within the case record, click on “View Offer History”.
Step 2: Locate the offer with a status of “Active”. Click “View” to view the offer details.

How to Retract an Offer or Extend the Expiration of an Offer Due Date:
Step 1: Navigate to the case record.
Step 2: Click on “View Offer History”.
Step 3: Locate the offer with a status of “Active”. Click “View” to
view the offer details.
Step 4: In the top right-hand of the screen, click “Actions” and use the
drop down box to select either Retract Offer or Extend
Expiration Date.
Retraction Note: Please note that you cannot retract an offer if the
offer has been accepted.
Extension Note: You can extend an offer; however, you cannot move it to an earlier due date.
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How to Respond to an Offer or Counteroffer:
If the opposing party makes an offer or counteroffer, you will receive an email with notice of the offer/counteroffer.
To view the offer/counteroffer, log-in to AAA WebFile and follow the steps below.
Step 1: Navigate to either “My Tasks” within the sidebar on the left or click on “View Pending Tasks” located on the
main screen.
Step 2: Within the tasks grid, locate and click on the task “Review Settlement Offer/Counteroffer” for the corresponding
case.
Step 3: You will be directed to the case record. In the “Pending Case Tasks” grid, click on the task “Review Settlement
Offer/Counteroffer”.

Step 4: Next, click on “View” under “Offer Details”.
Step 5: Once you have reviewed the offer, click “Close” and navigate to the “Respond to Offer” section as noted below.
You may elect to counter, accept or reject the offer within this section.
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