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HOW TO REFER A COURT TRIAL  

1. The user needs to log into their profile by proceeding to www.adraccess.co.za and 
clicking on the LOG IN button.

 
2. The user will then be taken to the LOG IN page where they will then provide their email 

address and password. Once completed they will then click on the LOGIN button below. 

 

3. Once logged in to their profile the user will be position to either create a new dispute or 
referred trial or application by clicking on the respective button below. 

4. The user will forthwith me known to as the APPLICANT once he continues with the 
creation of a dispute or trial or application referral. 

 

http://www.adraccess.co.za/


 

1. If the CREATE APPLICATION REFERRAL button is selected then the APPLICANT will be 
taken to a new screen where they will be requested to provide information relating to the 
counter party, the RESPONDENT.  

2. Once completed the APPLICANT must click on the LOG NEW APPLICATION button 
provided. 

3. Imperative for the APPLICANT to make sure that he provides the correct email address 
and cellphone number of the RESPONDENT. 

 

4. The APPLICANT will now be positioned to upload the requested APPLICATION 
documentation requested.  

5. It is imperative that the APPLICANT upload all the documentation requested in PDF 
format. 



6. Once the documentation is uploaded the APPLICANT must click on the SAVE button 
below to ensure all is captured on the system.  

 

7. Once the APPLICANT is happy with the documentation filed they can then click on the 
SEND APPLICATION TO RESPONDENT BUTTON below. 

 

8. The APPLICANT will then be taken to the CONFIRMATION page below to ensure that he 
is still happy with that which has been filed.  



 

9. Once the APPLICANT clicks on the RESPONDENT button the APPLICATION will be sent 
to the RESPONDENT.  

10. An onscreen system message as below will also provide said confirmation. 

 

11. The RESPONDENT will receive an email (as below) and a SMS informing them that the 
APPLICANT has filed the APPLICATION.  



 

 

 

 

 


