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Accessing TNCourts.gov Judicial e-Services

TNCourts.gov Judicial e-Services is a browser-based application, which allows a person interested in
applying to become a Rule 31 Listed Mediator or an approved Rule 31 Listed Mediator access to the ADR
online system. The ADR online system will allow applicants to apply for a Rule 31 Mediator Listing. The
ADR online system will allow Rule 31 Listed Mediators to renew each year, and to submit Rule 31
reports.

e The best browser to use is Google Chrome but you can use IE, Firefox, or Safari.

e Please do not use special characters such as commas, quotes, periods etc. in the name of your
PDF’s. This can cause problems when you upload your documents.

e Example: Smith, John,resume.pdf would not be a good name.

Instead use Example: John_Smith_resume.pdf

To access the ADR online system, enter the web address: https://eservices.tncourts.gov. Please add this
address to your favorites list in your browser or set up a shortcut on your desktop for easy access.

A person wanting to fill out an application for a Rule 31 mediator listing will first register through
TNCourts.gov Judicial e-Services. You must have a valid email address to register. Please contact the
AOC if you need assistance logging in.

ADR Login Page

Select your browser to connect to the Internet. Enter the web address: https://eservices.tncourts.gov.
Save this address as a favorite or bookmark.

This web address will open the TNCourts.gov Judicial e-Services web site. Look for the Login section.
Enter your email address and password. Click on “Login”
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ADR Home Page

Once you login the following page will appear. Click on the “Submit an Application” button to start
filling out your application.
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ADR Application: Step 1 Information Page

Step 1 explains the application process and tells you all the required documents you will need to upload
before submitting the application.
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After clicking next on the Step 1 page, you will get a warning that you are submitting a new application.
Click on OK if you wish to proceed with filling out an application.

Application: Step 1
Application Instructions

An applicant shall not advertise or proclaim in any manner that helshe is listed as a Rule 21 mediator until spproved by formal action of the Tennessee Supreme Court
Alternative Dispute Resolution Commission.

four applicafion must be received at the Administrative Office of the Courts by close of business at 4:30 p.m. {CDT) on the application deadline date listed on
wanw. incourts. gow fo be reviewed st the comesponding meefing date. According to the ADRC policy, there is an application fee to be mailed-in once you submit your
application and all required documents. Plesse ciick on the link fo view Policy 23 - Rule 31 Application Fee Structure:

The following documents ane required in order to apply to be a Rule 21 Mediator. Please click on this link fo review Rule 31, Please have the following documents saved
as PDF files {pdf) and ready for upload before continuing.

Training Documents -
Message from webpage M

Please see ADRC approved list training
requirement. you will need s cof

= Copy of Diplomsa or Transd
= Certificate of Course Comg

Letter of Good Standi

= Provide a "Letter of Good
licenze listed on your appl
open disciplinary complaints. Click on this link and scroll to Section 17(a)2)(A-B) and 17(b){1){A) for complete details.

prafession for each
u have 2 or more

Two Character References

Two Character References are required in order to submit your Rule 21 Application. You may use the Applicstion’s e-mail feature to send the Charscter Reference for
Rule 21 Mediator Applicant document to two individuals and request that each fill out the Character Reference and return it to you.

= Ask each individual to fill out the Charscter Reference for Rule 31 Medistor Applicant document and s=nd the completed document back to you.

= “ou will then need to upload esch Charscter Reference for Rule 31 Medistor Applicant document using the “Add Mew Document” feature. Select “Character
Reference” as the Document Type for esch and then dlick “Choose File” fo upload the files from your computer to the Application. Then, click “Add”.

= (Dnoe you have uplosded the two required Charscter References, you can wse the “Manage Documents" festure to ensure both documents were uploaded comectly
by dlicking on “View PDF".

ADR Application: Step 2 Personal Information Page

You will see your name and email address filled in the blanks. You can select a minimum of 1 up to a
maximum of 7 counties you are willing to serve as a mediator in and to be included in your Rule 31
Mediator Listing, should your application be approved. Continually hold down the CTRL Key while
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clicking on the counties you would like to select.

Application: Step 2

Instructions: Enter your personal and address informstion. Any fizld with a red asterisk * is a required field. “You will not be able to proceed to the nest page until informstion

iz enterad on all required fizkds.

Personal Information

* Prefix * First Name

Mr. ¥ EXAMPLE

* Counties willing to serve

Middle Initial

1

Mote: {Continuously hold the control key (Cirl] while selecting 1-7 counfies)

Anderson
Bedford

Benton

Bledsoe

Blount

Bradley
Campbell
Cannan

Carroll

Cartar -

* Last Name Suffix

Next, you will enter your Business and Mailing Address. You may enter both or just one. If you enter
both, you will need to select which address you want to publish to the AOC website as part of your Rule
31 Mediator Listing. After entering all personal information fields, click the “Next/Save” button at the

bottom of the page.

Address & Contact Information

Phones and E-mail

* Primary Phone Fax Mumber

Area Code Phone Number Ext. Area Code Fax Number

Business Address

Business Name PO Box ! Address 1

City State

Mailing Address

PO Box / Address 1 Address 2

Zip Code

* Address 1o be used for publications on the ADC website:

Mailing Address Business Address

* Email Address

example@aoctest com

Address 2

Zip Code

City

State
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ADR Application: Step 3 Education Information Page

You will need to enter your highest degree attained. You can enter up to 10 schools and information by
clicking on the Add School tab to provide your educational background. All fields are required before
you will be able to go to Step 4. Click the “Next/Save” button.

ADR Application: Step 4 Work History Information Page

You will need to enter at least 4 years of full time work experience. Please note: some applicants will be
required to show 10 years of full time work experience per the requirements of Section 17. It is
recommended that applicants provide 10 years of full time work experience when applicable. You can
enter up to 10 work experiences. If you are currently in the job, leave the End Date blank to indicate
that you are currently in the role. The Job Responsibilities character box has a character limit of 4,000.
You will not be able to proceed with submitting you application if you go over 4,000 characters. Click
the “Next/Save” button.

Page 8 of 19



Application: Step 4

“fou must list 4 years or more of work history on this page. The number of work history years is based on the type of Fsting you are applying for and your degrees earned.

Please review Fule 21 Section 17 to determine the amouwnt of work history you are required to list. Click on this fink and scroll to Section 17.

Instructions: Click on the circle with the plus sign to provide additional work history. Sebect the circle with the minus to remawe wark history.

Work History

Occupation
* Primary Occupation

Counselor T

* Work Experience

I worked

& @
Full-Time  Part-Time

Company Name Joh Title
Test test
Address City
test test

Job Responsibilities

test comments|

Character Count: 12

Add Experienca

Start Date

08/01/2000

State

Kentucky

End Date

MDD or Leave Blank

Zip

3705
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ADR Application: Step 5 License Information Page

If you have no license, you may skip these questions. If you have multiple licenses, you will be required
to upload a letter of Good Standing and Disciplinary History for each license. After you enter your
license information, you will continue to the Additional Information tab.

Application: Step 5

License Information

i you hald ar have ever hald any Bcanees, pkaase s8lec! ong, boih, nelmer of te following options:
Attorney Licenss Other Profagsalonal Licaneeds)
-

T | hold, or have evar held, 3 esnsa to prachos law.

If I hald, ar have ever hald, 3 prafessional Bcsnss oimer an that of an attarney.

Tenngeass Attornay LicenssdBPR &  Year Liceanzad

Attorney License Information {(Non-Tennessee)

State Data Licensad Licanas #
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The additional Information Tab is where you will be able to list Professional Affiliations and Volunteer
Work. These are optional fields to provide Professional Affiliations and volunteer work/life experience to
supplement your application. Continue to Other Background Section. All four of these are required
fields and will need to be complete before you can proceed. If you select yes for any question, please
provide an explanation. Click the “Next/Save” button.

Application: Step 5

License Information

T you rald ar have ever hald any BcanEes, pladeEe GEIECT] ONE: bodh, nesner of |e 1o I:'.'.Irg oplions:

ﬂ.l‘t{:rﬂ&ﬁ' Licenseg Other Profaaslonal L|I:BI'|BB-:E|

11 hold, or have evarhed, 3 bcerss ta pracica |3, If | hald, ar have ever kald, 3 prafessional Icense other ™an that of an sl'.zrr-"_f_-'.

Additional Information

Ligt Profesalonal AMillations that may ba relevant to this application

Optional

Ligt voluntear wark or other ralevant Nife work experanca partinent to thiz application

Optional

Other Background

The fallurs of an applicant to acknowledgs that she or he has boen |1} convictad of 8 viglation of the law cther than a trafic violatlan nat Invelving suspenslan of
3 drivers llzenza; (2) dizciplinad by 3 profesalonal organization or had hismer profasslonal privileges curtallad; or [3) that criminal or profassional disciplinary
pracesdings are panding; may result In denkal of leting or subssquent removal of neutral from Ilsting.

hawe read and undarsiand e above slatament.
1. Hawa you ever b2en convicted of any viciation(s) of the law? Excede trafc viokations unieee ey nesuitad In tha resvocation or suepansion of your lle2nsa.

Yes Mo

2. Hawa you ever baen subjectad 1o discipling by any prafesslonal organization?

Yes Mo

3. Hawe your professional privileges been curialled at amy ima?

Yes Mo

Mext/Save
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ADR Application: Step 6 Mediation and Training Information
Page

You may choose one or both of the listings. (You will be prompted later to add DV) Click the
“Next/Save” button.

You will then be required to choose what type of training you have received. You may also choose a
waiver as a training requirement if you did not take a Tennessee ADRC approved training. You are
required to enter the number of hours, course name, location, completion date, and
training/organization name. If need to remove the General Civil from your application simply click on
the “Remove General Civil Listing” button. Click the “Next/Save” button.
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If you have selected to apply for Family, you will need to select your training and fill out the number of
hours, course name, location, completion date, and trainer/organization. If you need to remove Family
Listing from your application, simply click on the “Remove Family” button. Click the Next/Save button.

If you receive this error message, you did not complete all fields. Please review and fill out all the
required fields. Click the “Next/Save” button.
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If you select to apply for DV, you need to select your training and fill out the number of hours, course
name, location, completion date, and trainer/organization. Click the “Next/Save” button.

ADR Application: Review Application Screen

You have now made it to the Review Application Screen. Here you will be able to edit and review any of
your information by clicking on the tab and opening up the box with the red edit button in the upper
right hand corner. Please make all changes before submitting your application to the AOC. You will not
be able to edit your application once it has been submitted.

You will also be able to upload and view all your required documents. To upload your documents, go to
the Documents Tab and click on “Add Documents” then a screen will appear. You will need to select the
Type of Document you are going to upload by clicking on the down arrow tab under Document Type.
Click on “Choose File”. Select your file by double clicking and it will appear in the Add Document Box.
Click on “Add”. You will be at the Review Application screen and asked if you would like to add another
document. Continue adding all documents until you have all the required documents.
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If you click on the Send Application button, an error message will appear if you do not have all the
required documents uploaded.
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After uploading your documents click on the “Send Application” button and you will Agree or Cancel.
Click “I Agree” and this will Electronically Sign the application. Your status will change from Work in
Progress to Submit and you will see the application fee amount and the mailing address for the AOC.
The AOC must receive your fee payment before you application will be submitted to the ADR
Committee.
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You will receive and email confirming the AOC is in receipt of your application.
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