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1. Creating a Notice of Adjudication 
  
A Claimant can initiate an adjudication by creating a Notice of Adjudication on ODACC’s 
Custom System. To create a Notice of Adjudication, a Claimant must log in to ODACC’s 
Custom System, as described at https://odacc.ca/en/odacc-custom-system/ and click on 
the “+ New Case” button on the home page, as shown at Figure 1. 

 
Figure 1 

 
 
To create a Notice of Adjudication, the Claimant will be asked to complete four or five 
steps (if the Claimant has a representative, a fifth step is provided to enter the 
Representative’s information).  
 
  

https://odacc.ca/en/odacc-custom-system/
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On the first step of the Create Notice of Adjudication process (see Figure 2), a Claimant 
must indicate the following: 

i. Who is completing the Notice of Adjudication, the Claimant or the 
Claimant’s Representative? 

ii. If the Claimant is completing the Notice of Adjudication, does the Claimant 
have a Representative? 

iii. Is the Claimant a Contractor as defined by the Construction Act, R.S.O. 
1990, c. C.30?  
This information is collected to identify those Contractors who may wish to 
consolidate multiple adjudications by completing a Notice of 
Consolidation, as described at https://odacc.ca/en/claimants/procedural-
matters/ 

iv. The industry category of the construction contract.  
This information is collected for reporting purposes. ODACC must report 
this information to the Ministry of the Attorney General in its annual report. 

v. The date of the construction contract. 
If the Claimant is not certain as to the date of the construction contract, the 
Claimant should enter the approximate date of the construction contract.  
 

Figure 2 

  

https://odacc.ca/en/claimants/procedural-matters/
https://odacc.ca/en/claimants/procedural-matters/
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On the second step of the Create Notice of Adjudication process, as shown at Figure 3, 
the Claimant can enter his or her contact information, including: 
 

i. Company Name and Operating Name (if applicable); 
ii. Name; 
iii. Email; 
iv. Phone Number; 
v. Title; and 
vi. Address. 

 
Figure 3 
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On the third step of the Create Notice of Adjudication process, as shown at Figure 4, the 
Claimant can enter his or her Representative’s contact information, if any, including: 

i. Name; 
ii. Email; 
iii. Phone Number; 
iv. Company Name; 
v. Title; and 
vi. Address. 

 
Figure 4 
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On the fourth step (third step if the Claimant does not have a Representative) of the 
Create Notice of Adjudication process, the Claimant can enter the Respondent’s 
information (see Figure 5). The required information includes the Respondent’s: 

 
vii. Company Name and Operating Name (if applicable); 
viii. Name; 
ix. Email; 
x. Phone Number; 
xi. Title; and 
xii. Address. 

Figure 5 
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The Claimant must complete the last step of the “Create Notice of Adjudication” 
process, as shown at Figures 6 and 7. The information to be entered on the last step 
includes: 
 

i. Case Name: a case name is automatically generated based on 
the names of the Claimant and Respondent. The Claimant may 
modify the case name; 

ii. Dispute Amount; 
iii. A brief description of the dispute, including details regarding how 

and when it arose. In order for the Adjudicator to check for 
potential conflicts of interest, please include owners, officers and 
directors of the company (if any), and the names of potential 
witnesses in the text box; 

iv. The nature of the redress sought (what the Claimant would like 
the Adjudicators to order); 

v. The Claimant’s suggested ODACC Pre-Designed Adjudication 
Process. For information on the suggested processes, please visit 
https://odacc.ca/en/claimants/adjudication-process-2/ 

vi. The name of the Adjudicator suggested by the Claimant. To 
select an Adjudicator, please visit ODACC’s Adjudicator Registry, 
available at: https://odacc.ca/en/adjudicator-registry/ 

vii. Consent to statements about (a) sharing confidential information 
with adjudicators, (b) paying the retainer, and (c) confidentiality 
(refer to Figure 7 for the statements).  

 
Once all information has been entered on the Create Notice of Adjudication screens, the 
Claimant must click on the “Create Case” button, as shown at Figure 7. 

https://odacc.ca/en/claimants/adjudication-process-2/
https://odacc.ca/en/adjudicator-registry/
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Figure 6 
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Figure 7 

 
 
 

 
After pressing the “Create Case” button, the Claimant will see the following message: 
“Your Notice of Adjudication was successfully created. The Respondent has been sent 
an email notification from ODACC’s Custom System advising him or her that you filed a 
Notice of Adjudication and named him or her as the Respondent.”  
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2. What Happens After the Notice of Adjudication is Created? 
 
2.1 An Email is Sent to the Respondent 
  
After the Notice of Adjudication is created on ODACC’s Custom System, the 
Respondent will receive an email from communications@odacc.ca, stating: 
 

 
 

  

A Claimant has filed a Notice of Adjudication with Ontario Dispute Adjudication for Construction 
Contracts ('ODACC') naming you (or your client, if you are a Representative) as the Respondent.  IF 
YOU DO NOT FILE A RESPONSE with ODACC, the adjudication may proceed without you and a 
Determination may be obtained against you. Information about ODACC and the adjudication 
process is available at the following link: www.odacc.ca. 

To view and respond to the Notice of Adjudication, you must log in to ODACC’s Custom System. 
Please click on the link below that applies to you. 

You do not have an account and are not a Representative 

If you do not have an account on ODACC’s Custom System, please create an account by clicking on 
the following link: Create an Account. You will be able to view and respond to the Notice of 
Adjudication in ODACC’s Custom System after your account is confirmed. 

You do not have an account and are a Representative 

If you are a Representative and do not have an account on ODACC’s Custom System, please 
create an account by clicking on the following link: Create an Account. You will be able to view and 
respond to the Notice of Adjudication in ODACC’s Custom System after your account is confirmed. 

You already have an account 

If you already have an account on ODACC’s Custom System, please click on the following link to log 
in to ODACC’s Custom System and view and respond to the Notice of Adjudication:  View Notice of 
Adjudication. 

If you require technical support, please contact us at support@odacc.ca. 

Regards, 

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 

 

mailto:communications@odacc.ca
http://www.odacc.ca/
mailto:support@oddac.ca
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2.2 Resending the email to the Respondent 
 
A Claimant will be able to resend the Respondent the email with the link to the Notice of 
Adjudication. To resend the email to the Respondent, a Claimant should:  

i. Log in to ODACC’s Custom System;  
ii. Access the case by visiting “My Cases”, as shown at Figure 8; 

and 
Figure 8 
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iii. Open the “Forms” tab and click on the “Resend Notice of 
Adjudication” button, as shown at Figure 9.  
 

Figure 9 
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iv. Enter the email address of the Respondent and click the “Send” 
button, as shown at Figure 10.  

 
Figure 10 

 
 

v. An email containing a link to the Notice of Adjudication will be 
sent to the email address provided, as described at An Email is 
Sent to the Respondent. 

vi. The Claimant will see a confirmation message stating: “Notice of 
Adjudication resent successfully”. 
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2.3 Downloading a PDF of the Notice of Adjudication 
 
To download a PDF of the Notice of Adjudication, a Claimant can visit the Forms tab 
and click on “Download Notice of Adjudication”, as shown at Figure 11.  
 

Figure 11 
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2.2  Respondent Views the Notice of Adjudication Electronically  
 
After a Respondent views the Notice of Adjudication on the ODACC Custom System, a 
new milestone will state “Notice of Adjudication Received by Respondent (or 
Respondent’s Representative)”, as shown at Figure 12.  
 

Figure 12 
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2.3  Respondent Responds to Notice of Adjudication 
 
Once the Respondent responds to the Notice of Adjudication, the Claimant will receive 
an email from communications@odacc.ca with the subject line “ODACC Custom 
System Notification”. 
 
To view the Response to Notice of Adjudication, the Claimant should login to his or her 
account and open the case by clicking on “MY CASES”, as shown at Figure 13.  
 

Figure 13 

 
 
  

mailto:communications@odacc.ca
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The Response to Notice of Adjudication will be available on the “Forms” tab. To 
download a PDF copy, a Claimant can click on the “Download Response to Notice of 
Adjudication” button, as shown at Figure 14.  
 

Figure 14 
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3. Asking ODACC to Proceed Without the Respondent 
 
If the Respondent has not created a Response to Notice of Adjudication five days after 
the case is initiated, the Claimant will receive an email with the subject line “ODACC 
Custom System Notification”.  
 
On the case dashboard, as shown at Figure 16, the Claimant will have a new 
notification that states: 
 

If the Respondent has not provided a Response to the Notice of Adjudication, the 
Claimant may ask ODACC to proceed with the adjudication through the “Forms” 
tab. ODACC will appoint an Adjudicator within seven days of receiving the 
request to proceed.  
 

Figure 16 
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On the “Forms” tab, the Claimant may press the “Request ODACC to Proceed with the 
Adjudication” button, as shown at Figure 17.  
 

Figure 17 
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After pressing the “Request ODACC to Proceed with the Adjudication” button, the case 
status will change to “Proceeding Without the Respondent”, as shown at Figure 18. 
 

Figure 18 

 
 
After pressing the button, ODACC will receive a notification that the Claimant wishes to 
proceed, despite that the Respondent has not created a Response to Notice of 
Adjudication. ODACC will invite an Adjudicator within seven days of the Claimant 
requesting to proceed, as discussed at https://odacc.ca/en/claimants/selecting-an-
adjudication/ 
 
  

https://odacc.ca/en/claimants/selecting-an-adjudication/
https://odacc.ca/en/claimants/selecting-an-adjudication/
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4. Parties’ Information 
 
The “Parties” tab contains contact information for all the Parties and their 
representatives, as shown at Figure 15.  
 

Figure 15 

 
 
To update their contact information, a Party should email ODACC at support@odacc.ca 
with details of the request.  
  

mailto:support@odacc.ca
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5. Inviting Additional Individuals to the Custom System 
 
5.1 Inviting Representatives 
 
If the Claimant has a Representative when the Notice of Adjudication is created, the 
Claimant may include the Representative’s contact information in the Notice of 
Adjudication. ODACC’s Custom System will email the Representative to invite him or 
her to create an account on ODACC’s Custom System once the Notice of Adjudication 
is created.  
 
If the Representative is retained after the Notice of Adjudication is created, the Claimant 
may email ODACC at support@odacc.ca to ask that the Representative be invited to 
create an account. ODACC will send the Representative a case invitation through 
ODACC’s Custom System. After the Representative creates an account, the 
Representative will have access to the information and documents filed in the 
adjudication. 
 
If the Claimant wishes to add the Respondent’s Representative to the case, the 
Claimant may email ODACC at support@odacc.ca to ask that the Representative be 
invited to create an account. 
 
5.2 Inviting Additional Individuals 
 
The Claimant may give other individuals (i.e. assistants, contract managers, or project 
managers) access to the documents filed on ODACC’s Custom System (if granting such 
access does not breach the Claimant’s confidentiality obligations. After the Notice of 
Adjudication is created, the Claimant may email ODACC at support@odacc.ca to ask 
that an individual be granted access. ODACC will send that individual a case invitation 
to ODACC’s Custom System. After that individual creates an account, he or she will 
have access to the information and documents filed in the adjudication. 
 

mailto:support@odacc.ca
mailto:support@odacc.ca
mailto:support@odacc.ca

