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DISCLAIMER: Please note that nothing in this document shall be considered as legal advice.
Parties to disputes are advised to consult a lawyer to clarify their legal rights.
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1. Creating an Account

To create an account on ODACC’s Custom System, visit www.odacc.ca and click on the
“ODACC Custom System Login” button, as shown at Figure 1 or visit
https://app.odacc.ca/en-CA/ldentity/Account/Login?ReturnUrl=%2F.

Figure 1
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Please excuse our appearance as we update our website.

About Us

Ontario Dispute Adjudication for Construction Contracts ("ODACC") is the Authorized Nominating Authority ("ANA") under the Construction Act. As the ANA, ODACC is responsible for

administering construction-related adjudications and for training and qualifying Adjudicators. ODACC derives its powers from the Construction Act and Ontario Regulation 306/18,

accessible at the following links
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Click on “Create an account as a Party” or “Create an account as a Representative”, as
shown at Figure 2.

Figure 2

ACC

Login

& Usemame

& Password

| Remember me?

Forgot your password?

Create an Account as a Party

Create an Account as a Representative
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Enter the required information, as shown at Figure 3.

Figure 3

ACC

Create an Account

First Name

Middle Mame

)

o

Last Mame

= Email

. Phone Mumber

8 Password

& Confirm Password

# Address 1
#® Address 2
 City ¥ Ontaric $
% Postal Code @ Canada H

(O ! have to read and agree the Terms of
Service and the Privacy Policy.

D By clicking the "Create an Account” bution, |
agree that all documents relating to ODACC
adjudications will be uploaded to the ODACC
Custom System.

«' Create an Account

Have an account? Login
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After clicking on “Create an Account”, a confirmation message will appear, as shown at
Figure 4, stating that a confirmation email will be sent to the email address provided.

Figure 4

ACC

Subscription Completed

" You have created an account
with ODACC's Custom System. You
will receive a confirmation email in a

few minutes. Please follow the link
in the email to confirm your
subscription.

If you don't receive the email in a few minutes
please check your Spam folder for an email from
Communicationsg@odace.ca and mark it as 'Mot

Spam’ to receive future emails on your inbaox.

To go back to Login Page.
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An email will be sent from communications@odacc.ca to the email address provided.
Click on the email link, as shown at Figure 5.

Figure 5
ODACC Custom System Email Verification / Vérification du courriel dans le Systeme &5 2
personnalise de 'ODACC / inbox x
communications(@odacc.ca via sendgrid.me 2:17 PM (3 minutes age) Y7 4
to me, clandais ~
¥ French ~ > English ~ Translate message Turn off for: French x

Mask Email is in effect. Emails masked: (test@respondent.ca)

Le frangais suit.

You have received this message because your email address was used to create an account on ODACC's Custom System. Please click on the following link to confirm your email
address| ODACC Custom System Email Verification.
If you require technical support, please contact us at supporti@odacc.ca.

Repards,

The ODACC TEAM

Ontario Dispute Adjudication for Construction Contracts

www.odacc.ca | support@oddac.ca

Tel: 416-307-0008 | Toll-free Tel: 1-888-221-3721 | Fax: 416-362-8825 | Toll-free Fax: 1-877-862-8825

This e-mail may contain legally privileged or confidential information and is intended only for the individuals or entities named in the message. If you are not the intended
recipient or the agent responsible to deliver it to the intended recipient, and this communication was received in error, please notify us by sending us an email to
support@odacc.ca and delete the original message.

If you wish to unsubscribe from email notifications from ODACC's Custom System, please email ODACC at support@odacc.ca. If you opt to unsubscribe from receiving
email notifications from ODACC's Custom Sysfem you will not receive important notifications about the adjudication. You may miss important updates, including but not
limited fo notifications informing you of new documents and/or messages posted by the Parties, the Adjudicator or ODACC.

This message is sent via an inbox that does not receive messages, please do not reply to this email.
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After clicking on the email link, the screen shown at Figure 6 will pop-up, confirming that
the email was confirmed. You can now log in to ODACC’s Custom System, as
described at Login Instructions.

Figure 6

ACC

Confirm Email
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2. Login Instructions

To log in to ODACC’s Custom System, click on the blue “ODACC Custom System
Login” button located on the top right of www.odacc.ca (refer to Figure 1 above), or visit
the following link: https://app.odacc.ca/en-CA/ldentity/Account/Login?ReturnUrl=%2F.

Enter the email address and password entered when the user account was created, and
click on the “Login” button (refer to Figure 7).

Figure 7

ACC

Login

& Lsermame
B Password

Hamambar ma’y?

Forgot your password?
Create an Account as a Party

Create an Account as a Representative
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To log in, a security code needs to be entered to confirm the identity of the user. A user

can request a security code via email or text message, as shown at Figure 8.

Figure 8

ACC

Security Code

Send Security Code:

® Via email to t*"{@claimant.ca

Via SMS ending in 2222 (The first time a
phone number is set-up, a user will be asked
to enter a securnty code twice)
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After requesting a security code, the user will receive a six-digit security code via email
or text message. A copy of the email is shown below at Figure 9.

Figure 9

ODACC Security Code / Code de securite de TODACC / 1nbox x

communications@odacc.ca via sendgrid. me
to me, clandais ~

¥ French~ > English ~ Translate message
Mask Email is in effect. Emails masked: (test@claimant.ca)

Le frangais suit.

Your ODACC Security Code is:

247267

Please enter your code to log in to ODACC’s Custom System.
If you logged out of your ODACC Custom System account or need a new Security Code, please sign back in to request a new Security Code.
Regards,

The ODACC TEAM

Ontario Dispute Adjudication for Construction Contracts

www.odacc.ca | supperti@oddac.ca

Tel: 416-307-0008 | Toll-free Tel: 1-888-221-3721 | Fax: 416-362-8825 | Toll-free Fax: 1-877-862-8825
This e-mail may contain legally privileged or confidential information and is intended only for the individuals or entities named in the message. If yo,
intended recipient, and this communication was received in error, please notify us by sending us an email to support@odacc.ca and delete the orig

If you wish to unsubscribe from email notifications from ODACC's Custom System, please email ODACC af supporti@odace.ca. If you opt fo unsub
will not receive important notifications about the adjudication. You may miss important updates, including but not limited fo notifications informing yi
or ODACC.

This message is sent via an inbox that does not receive messages, please do not reply to this email.
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Enter the security code on the screen, as shown at Figure 10, and click the “Submit”
button.

Figure 10

ACC

We sent a security code via email

To complete your login, please enter
the &-digit security code.

Code

247267

Having trouble with your code?
Get a new code

Contact us
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After entering the security code, the user will be re-directed to the home page of
ODACC’s Custom System, as shown at Figure 11.

Figure 11
m HOME MY CASES REQUEST HELP Frangais ‘ s :,,-
Home
Announcements
Welcome to ODACC Custom System. If you require support, contact us supporti@odacc.ca
Bienvenue au Systéme personnalisé de 'ODACC. Si vous avez besoin d'aide, contactez-nous a supporti@odace.ca
Search by Caze No.
Nao. = Case Name Status
Mo records available.
ADRC 20200420 — Overview of ODACC’s Custom System 13




180 Duncan Mill Road, 4th Floor

Toronto, ON M3B 176

Email: authority@odacc.ca

Tel: 416-307-0008 | Toll Free: 1-888-221-3721
Ontario Dispute Adjudication for Construction Contracts Fax: 416-362-8825 | Toll Free Fax: 1-877-862-8825
www.odacc.ca

3. Home Page of ODACC’s Custom System

The Home page of ODACC’s Custom system contains the following features (refer to
Figure 12):

- Alist of adjudications that the user is a Party to, organized by case number;

- A “+ New Case” button that enables a user to commence a new adjudication by
filling out a Notice of Adjudication (See instructions in separate document
available at https://odacc.ca/en/claimants/commencing-an-adjudication/); and

- Alist of notifications for all the adjudications the user is a Party to. As
adjudications progress, new notifications will appear. Examples of notifications
might include reminders of the due date for the Claimant to submit its documents
or notice that an Adjudicator has consented to adjudicate.

Figure 12

HOME MY CASES REQUEST HELP

Home

Announcements

Welcome to ODACC Custom System. If you require support, contact us supporti@odacc.ca

Bienvenue au Systéme personnalisé de 'ODACC. Si vous avez besoin d'aide, contactez-nous 4 support@odacc.ca

_ i ' ficatio
Sl by Camsin s a My Notifications Show Dismissed Natifications
Mo. =

Case Name Status © Mar 10, 2020 Dismiss

Test Respondent's Retainer Was Paid
Case Iniiated

Case No. 90 - Test Respondent's retainer was paid. Please click
here to view a summary of the payments made to date.

Case Initiated
0 Mar 10, 2020 Dismiss
Parties or Set by ODACC Test Claimant's Retainer Was Pald

Case No. 80 - Test Claimant's retainer was paid. Please click here

Termination - Adjudication Fee Set by to view a summary of the payments made to date.

Adjudicator

o _ Termination - Adjudication Fee Approved by
1 Mar 10, 2020 Dismiss

Termination: lnvoice lssusd
Case No. 30 - The Final Cost of Adjudication at Termination has been

sel. You have an outstanding balance. Please click here for further
details

ADRC 20200420 — Overview of ODACC’s Custom System 14


https://odacc.ca/en/claimants/commencing-an-adjudication/

180 Duncan Mill Road, 4th Floor

Toronto, ON M3B 176

Email: authority@odacc.ca

Tel: 416-307-0008 | Toll Free: 1-888-221-3721

Ontario Dispute Adjudication for Construction Contracts Fax: 416-362-8825 | Toll Free Fax: 1-877-862-8825
www.odacc.ca

4. My Cases

A user of ODACC’s Custom System can access a list of all the adjudications that he or
she is a Party to by clicking on “MY CASES”, as shown at Figure 13.

Figure 13

HOME MY CASES REQUEST HELP

My Cases

Search by Case No. Go

No. + Case Name Claimant Respondent Adjudicator Date Created Status Case Type

tEST
92 Test Claimant Mar 10, 2020 Case Initiated Regular
Respondent
91 - Test Claimant Test Claimant Mar 10, 2020 Case Initiated Regular
a0 TestClaimant o0 Mar 10, 2020 Terminatien - Adjudication Fee Regular
Respondent Approved by Parties or Set by ODACC
Test Termination - Adjudication Fee Set b
89 Test Claimant Eva Long Mar 10, 2020 L ! y Regular
it Respondent Adjudicator
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5. My Profile
A user of ODACC’s Custom System can change the settings of his or her profile by
clicking on the person icon at the top right of ODACC’s Custom System, as shown at
Figure 14.

Figure 14

Frangais ,.,? ..

-

Hi, Test

s My Profile

(= Logout

After clicking on the icon, the user will be redirected to the “My Profile” screen, as
shown at Figure 15.

5.1 Updating Contact Information

On the “General” tab of “My Profile” (refer to Figure 15), a user can update his or her
name, email address, phone number and address.
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Personal information that is listed under “My Profile” is not linked to the personal
information that is displayed in the “Parties” tab of the adjudications that the user is a
Party to. The information that is listed under “My Profile” is the user’s login details. If the
user wishes to modify his or her contact information on a specific adjudication, that user
should send a message to ODACC through the messages tab of ODACC’s Custom
System (for instructions, refer to https://odacc.ca/en/claimants/supporting-documents/).

Figure 15

HOME MY CASES REQUEST HELP

My Profile

General Security Payment Method

Party Information

First Nama * Middle Mame Last Mama *
Test Claimant

Organization Title

Email * Phone Number *
test@claimant.ca 416-111-2222

Address 1 *

1 Toronto St.

Address 2

Ciy * Province!State *
Toronto Ontario

Paostal Code * Country *
M1M 1M1 Canada

+" Save Changes ¥ Cancel
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5.2 Updating a User’s Username, Password and Phone Number

On the “Security” tab of “My Profile”, as shown at Figure 16, a user of ODACC’s Custom
System can update:

i.  The user name used to log in, which is the user's email address;
ii. The password; and
iii.  The phone number used to request a security code for login, as explained at
Login Instructions.

Figure 16
HOME MY CASES REQUEST HELP
My Profile
General Security Payment Method
Two-Factor Authentication .

The username (email address) or phone number under the security tab is not linked to
the personal information that is displayed in the “Parties” tab of the adjudications that
the user is a Party to. The information that is listed under “My Profile” is the user’s login
details. If the user wishes to modify his or her contact information on a specific
adjudication, that user should send a message to ODACC through the messages tab of
ODACC’s Custom System (for instructions, refer to
https://odacc.ca/en/claimants/supporting-documents/).
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5.3 Payment Method
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On the “Payment Method” tab of “My Profile”, as shown at Figure 17, a user of
ODACC'’s Custom System can update his or her credit card information. The
information will be displayed when a user then tries to make a payment, as described at

Fees, Retainers and Payments, available at https://odacc.ca/en/claimants/payments/.

Figure 17
HOME MY CASES REQUEST HELP
My Profile
General Security Payment Method
Billing Information Credit Card Information
First Name Last Mame Currant Card ;0000000000002
Card Nurmber
Address
CwVv2 Expiry Date
City State
Toronto Ontario
Postal Code Country
| Canada v
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6. Help
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Figure 18 and send ODACC a message (Figure 19). ODACC will respond within 24
hours. For immediate assistance, please call us at 416-307-0008.

ACC

To request technical support, please click on the “Request Help” button, as shown at
Figure 18

Case Information

HOME

MY CASES
Request Help

REQUEST HELP
Terminate Cass

Send ODACC a Message

4 Click here to expand the menu

Test Company 1 v. Test Company 2 | Case Number: 88 | Case Status: Documents Submitted by Claimant
Reguest Determination Extension
[ Dashboard

MNeanhbhaae

Figure 19

Subject

Ermail

Messaga

B I
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