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Welcome to the FINRA DR Portal 

Introduction 
FINRA Dispute Resolution developed this user guide to help arbitration and mediation case 
participants become familiar with the FINRA Dispute Resolution Portal (DR Portal). The DR Portal 
is a web-based system that allows invited participants to log into a secure section of our website 
for self-service access to submit documents and view their case information.  

The DR Portal has two parts: one for FINRA neutrals (arbitrators and mediators) serving on the 
Dispute Resolution roster, and another part for arbitration and mediation case participants.  This 
User Guide describes the DR Party Portal.  A separate User Guide is available that explains the use 
of the DR Neutral Portal for arbitrators and mediators. If you happen to be both a FINRA neutral 
and a participant to a case, you can register the same User ID to access both sides of the DR 
Portal.  Case participants may access the neutral side of the DR Portal by clicking on the link, “Go 
to Neutral Portal” found near the top of the homepage once you are logged in.  Likewise, 
registered neutrals who are also case participants may access the party portal by clicking on the 
link “Go to Party Portal” from the homepage. 

 

Portal Access 
Invited participants can access the DR Portal from FINRA.org after completing the initial 
registration step. Participants can also create a “favorite” or “bookmark” in their browser for easy 
access to the DR Portal. We recommend that you create the bookmark after you successfully log 
into the portal. You should use the following URL as the bookmark for the DR Portal:  
https://drportal.finra.org 

Note: you can NOT use your FINRA Firm Gateway account to access the DR Portal.  You must 
create a separate account using the self-registration procedures described below.  You only 
need one account to access all cases to which you are invited; you do not need to create a new 
account for each case. 

 

Compatible Browsers 
The DR Portal is compatible with the following browsers: Internet Explorer 8 and higher, Firefox 
22 and higher, Google Chrome 27, and Safari 6. 

 

Pop-up Blockers 
Some features of the portal open extra tabs in your browser or pop-up windows. We suggest that 
you add *.finra.org to your browser’s list of Trusted Sites and to your pop-up blocker’s exception 
list. You may also disable your pop-up blockers. 

https://drportal.finra.org/
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Mobile Devices (coming soon) 
Participants can access the DR Portal on a mobile device—such as a smartphone or tablet (e.g., 
iPhone, iPad)—using the same URL as you would on your computer: https://drportal.finra.org. 
Although you can view your case information, you will not be able to submit documents using 
these devices. To submit documents, you will need to log into the portal using your desktop or 
laptop computer. 

 

Accessing Case Information  
There are two methods of accessing case information through the DR Portal.   

Claim Notification Letter: The first way is by receiving a Claim Notification Letter in the mail or by 
email from FINRA.  This letter is sent to the named respondent parties on the case after the claim 
has been received by FINRA.  This letter notifies the respondents that they have been named in a 
claim and that they may retrieve the claim documents through the DR Portal using a Claim Access 
Code and Web address contained in the letter.  This Web address and Claim Access Code are only 
used to retrieve the claim documents on that case and submit an answer and associated 
documents; they do not provide access to other cases or other functionality of the DR Portal.  
 
The Claim Access Code can be used more than once and by more than one person.  For example, 
a respondent party can use the code to retrieve a claim, and then give it to outside counsel who 
may then also use the code to retrieve the same claim with their own account. 
 
Note: the Claim Access Code will be disabled 

• Once you file your answer with FINRA, 
• If the Claim Access Code is mis-typed three times when trying to retrieve the claim, 
• If the date that the answer is due to be filed with FINRA has passed and no extension 

has been filed with FINRA, or 
• If an email invitation (see below) is accepted and the participant is registered. 

 
 
Email Invtiation from FINRA DR: The second way is by receiving an email invitation from FINRA to 
register with the DR Portal for access to a particular case.  This invitation email will be sent by 
FINRA to the party representatives on the case, and will contain a personalized Web address link 
that provides broader access to the case on the DR Portal.  This email will typically be sent to the 
representative after FINRA receives initial documents related to the case and will be sent to the 
email address provided by the representative.  Once you are registered for the case, you have the 
ability to invite others into the DR Portal on a case by case basis (see User Management).  
 
IMPORTANT: the email invitation is personalized and can only be used by one recipient.  It is 
intended for use by the party representative.  The representative can, however, forward this 
invitation to a delegate who will act on the representative’s behalf for purposes of using the DR 
Portal.  

https://drportal.finra.org/
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Using a Claim Notification Letter  
If you receive a Claim Notification Letter: 
 

1. In a web browser, enter the Web address provided in the letter.   
 
Note: it is important to use the Web address contained in the Claim Notification Letter 
when creating an account to retrieve a claim in order for the process to proceed 
properly. 
 
Click on the link in the email with the subject line “Welcome to the FINRA Dispute 
Resolution Portal.” You will be brought to the “Welcome to Dispute Resolution” login 
page and have the option to log into or create your FINRA account.  
 

2. Click on “Register Now” to create a new user profile. If you have already created an 
account, skip to step 8.  

 
Note: you can not use a FINRA Firm Gateway account on the DR Portal.  You must 
create a separate account. You only need one account to access all cases to which you 
are invited; you do not need to create a new account for each case. 
 

 

3. Enter the registration information. The email address that you use in this initial 
registration form should be the email address that you provide with any case-related 
submissions to FINRA. If you need to update your email address, you will need to make 
this change by updating your account information using the “manage my account” quick 
link on the Homepage of the DR Portal. Note that this change cannot be made by FINRA 
staff.  
 

4. You will receive a “Registration Confirmation” with your User ID. Be sure to write down 
your User ID and/or print this screen. If you leave this screen and cannot remember your 
user name, you will need to re-register. 
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5. You will also receive an email with a temporary password. Click on the words “this link” in 
the email to change your password. 

 
 

TIP: if you use your computer mouse to “copy” the temporary password from the email 
so that you can “paste” it later, be very careful that you do not accidentally copy an 
extra space character on the end of the password.  It is difficult to detect when this 
happens, and it will prevent the temporary password from working, which can 
potentially lock your account. 
 

6. On the “Welcome to Dispute Resolution” page, enter your user ID and temporary 
password and click “I agree.” 
 

7. You will be prompted to change your password. Once you change your password, click 
“Continue.” 
 

8. Log into the DR Portal by entering your User ID and new password.  If you have not yet 
provided a set of challenge questions and answers, you will be prompted to do so.  From 
time to time, the system may ask you one of these questions and ask you to provide the 
correct answer.  
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9. Enter the FINRA Arbitration Number (Case ID) and the Claim Access Code from the letter. 

 
 

10. If you enter the correct information, you will be taken to the DR Portal and provided a 
limited view of the case. With this limited view, you can: 
• retrieve the claim documents that were filed by the claimant; 
• file an answer, including answers that contain cross, counter, or third party claims; 
• file amendments to your submitted answer.  

TIP: Once you have registered for a case in the DR Portal using an email invitation (see 
next section about registering for a case), you can retrieve subsequent claims directly 
from within the DR Portal by logging into https://drportal.finra.org and using the 
“receive a case” left-hand menu option.  See “DR Portal Functionality – Overview” later 
in this User Guide. 

 
 

https://drportal.finra.org/
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Using an Email Invitation from FINRA  
FINRA may send you an invitation with the subject line, “FINRA Dispute Resolution Portal - New 
Case Invitation.”  It will contain a personalized link to register for a case: 

 
1. Click on the link in the email underneath where it says, “Please click the invitation link 

below to register for this case.”  You will be brought to the “Welcome to Dispute 
Resolution” log-in page and have the option to log into or create your FINRA account.  
 

2. Click on “Register Now” to create a new user profile. If you have already created an 
account, skip to step 8. 

 

 
3. Enter the registration information. The email address that you use in this initial 

registration form should be the email address that you provide with any case-related 
submissions to FINRA. If you need to update your email address, you will need to make 
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this change by updating your account information using the “manage my account” quick 
link on the Homepage of the DR Portal. Note that this change cannot be made by FINRA 
staff.  
 

4. You will receive a “Registration Confirmation” with your User ID. Be sure to write down 
your User ID and/or print this screen. If you leave this screen and cannot remember your 
user name, you will need to re-register. 

 
 

5. You will receive an email with a temporary password. Click on the words “this link” in the 
email to change your password. 

 
 

6. On the “Welcome to Dispute Resolution” page, enter your user ID and temporary 
password and click “I agree.” 
 

7. You will be prompted to reset your password. Once you reset your password click 
“Continue.” 
 

8. Log into the DR Portal by entering your User ID and new password. You will be asked 
several challenge questions regarding the case to verify your identity. The Party 
Representative Last Name and Party Representative Postal Code that you enter should be 
the same as any of the representatives provided to FINRA (i.e., either the claimant’s or 
respondent’s counsel). Do not enter the party’s name or zip code here; it will not work. 
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9. If you answer the challenge questions correctly, you will be taken to the DR Portal and be 

able to view the case.  

 
IMPORTANT: The email invitation is personalized and can only be used once, either by the 
recipient, or by someone else to act on behalf of the recipient for purposes of DR Portal 
submissions.  Once you are registered for the case, you have the ability to invite others into the 
DR Portal on a case by case basis to assist you (see User Management section). 
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DR Portal Functionality 

Overview 
On the FINRA DR Portal Homepage, you will see a menu of options across the top heading bar:  

 Home – Dashboard displays the participant’s current and upcoming arbitration and 
mediation cases, as well as any outstanding deficiencies; 

 Cases – All Cases page displays all cases the participant is currently associated with   
 

 

There are quick links to receive a case (retrieve a filed claim using a PIN code that was given to 
you on a Claim Notification Letter), change my password, and manage my account. There are 
also quick access links to resources like the Arbitration Awards Online website. 

Receive a case – Once you have registered for a case in the DR Portal using an email invitation, 
you can retrieve subsequent claims directly from within the DR Portal by logging into 
https://drportal.finra.org and using the “receive a case” left-hand menu option.  You can use this 
option rather than going to the claim service URL mentioned in the Claim Notification Letter. 

Home – Dashboard  
The FINRA DR Portal allows participants to view information about their cases. The Dashboard 
page provides a display of open deficiencies (issues to be resolved on a case), open arbitration 
and mediation cases, as well as a list of the upcoming arbitration hearings and mediation sessions 
that have been scheduled. 

Clicking on any of the green plus-signs will expand the view to show more detail.  Clicking on it 
again will hide the details. 

https://drportal.finra.org/
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Cases 
By clicking on a listed case name, you can see the Case Abstract.  Above the Case Abstract are two 
buttons: File Answer and Submit Documents. 

 

 

Filing an Answer 
Once you have retrieved the claim documents, you can file an answer by clicking on the “File 
Answer” button.  This will open the Online Answer form in a separate browser tab. To submit an 
answer: 
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1. Enter all of the required information on the form. 

 

2. Attach your documents.  Attachments can be added by clicking on the “Add Document” 
button.  

 

3. Select the attachment type for each attachment. (Note that attachments must be Adobe 
PDF formatted files.) 

4. Find the file on your computer using the “Browse…” button. 
5. Enter a description for the attachment, if desired. 
6. Click on the Add Document button. 

Note: Please combine related documents into a single text-searchable PDF attachment and 
select the appropriate Attachment Type. Unrelated documents should be submitted as 
separate documents by selecting the appropriate attachment type for each. 
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7. If you selected “Statement of Answer that includes Cross, Counter, or Third Party Claim”, 
enter the appropriate filing fee amount in the Fee Summary area so that you can submit 
payment along with your answer.  Be sure to select the name of the party that should 
receive credit for the payment. 

8. Click “Submit”.  A Filing ID number (also known as a Tracking Number) will be assigned to 
your submission so that you can refer to it later. 

9. You can pay the filing fee online by credit card or ACH bank transfer from your checking 
account (also known as an “electronic check”), or by mailing a check to FINRA. If you are 
experiencing financial hardships and are not a FINRA member, then you may instead 
request a waiver of the filing fee. You must select one of these options in order to submit 
your claim. If you are paying the fees online, you will be taken to the online payment 
system to make your payment.   

10. Once you complete the payment process, you can view the completed answer form.  You 
can then close this browser tab and go back to the DR Portal in the other tab that is still 
open. 

When you click on the File Answer button, a draft of the form will be saved in your Drafts & 
Submissions tab of the case so that you can return to it later. You can delete a draft form by 
clicking on “Delete”.  Submitted forms will also appear in the Drafts & Submissions tab, with a 
status of Submitted. 

 

 

Submitting Documents 
If you need to submit a document to FINRA after you have already submitted your answer, click 
on the “Submit Documents” button.  This will open the Submit Documents form in a separate 
browser tab. To submit documents: 

1. Attach your documents.  Attachments can be added by clicking on the “Add Document” 
button. (Note that attachments must be Adobe PDF formatted files.) 
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2. Select the attachment type for each attachment.  
3. Find the file on your computer using the “Browse…” button. 
4. Enter a description for the attachment, if desired. 
5. Click on the Add Document button. 
Note: Please combine related documents into a single text-searchable PDF attachment and 
select the appropriate Attachment Type. Unrelated documents should be submitted as 
separate documents by selecting the appropriate attachment type for each. 
6. If you selected “Amendment to Statement of Claim” or “Amendment to Statement of 

Answer”, there may be additional fees due.  Enter the appropriate amount in the Fee 
Summary area so that you can submit payment along with your amendment.  Be sure to 
select the name of the party that should receive credit for the payment. 

7. Click “Submit”.  A Filing ID number (also known as a Tracking number) will be assigned to 
your submission so that you can refer to it later. 

When you click on the Submit Documents button, a draft of the form will be saved in your Drafts 
& Submissions tab of the case so that you can return to it later. You can delete a draft form by 
clicking on “Delete”. Submitted forms will also appear in the Drafts & Submissions tab, with a 
status of Submitted. 
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Case Details 
The Case Details tab shows the names of the parties and their respresentatives, and the assigned 
FINRA staff member.  By clicking on the representatives’ names, you can see their contact 
information. You can also view the names of the neutrals assigned to the case. 

 

 

Pleadings 
The Pleadings tab shows a summary of the pleadings that have been entered for this case. Note 
that the actual pleadings filed with FINRA may contain more information than is displayed here. 

 

 

Deficiencies 
The Deficiencies tab shows a list of open issues to be rectified by the listed party for this case. 

 



FINRA Dispute Resolution Portal                     User Guide 
 

© 2014 Financial Industry Regulatory Authority, Inc. All rights reserved.  

 
Page | 16 
 

 

List Selection 
The List Selection tab allows party representatives to strike and rank arbitrators on the provided 
arbitrator list.  This ranking page replaces the use of the paper ranking form.   

Note: DO NOT submit the paper ranking form in addition to completing the online ranking 
sheet. 
 

For each section of the list, strike the arbitrators that you do not wish to be on the panel, and rank 
the remaining arbitrators, starting at 1 for your highest ranked arbitrator in that section. 

 

The disclosure reports for all of the arbitrators listed in the List Selection tab can be found in the 
Case Documents tab with the subject heading of “Arbitrator List”.     
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The first page of the disclosure report is the ranking form.  Do NOT submit this paper ranking 
form, since you will instead be ranking the arbitrators online in the List Selection tab. You should, 
however, confirm that the List ID provided on the ranking form is the same as the List ID noted in 
the List Selection tab.  The subsequent pages provide the arbitrators’ disclosure reports. 

 

Once you have entered all of your ranks and strikes, you can enter a comment at the bottom of 
the page and then click on Submit Ranking Sheet.  Only one ranking sheet can be submitted by a 
representative. If a ranking sheet was submitted in error, you should contact your FINRA case 
administrator assigned to the case and have them delete it so that you can re-submit. 

 

Shortly after your ranking sheet is received, a copy of your submitted rankings can be found in the 
Case Documents tab. 

Note: You should go to the Case Documents tab and verify that you received a copy of your 
submitted ranking sheet.  If you do not find it, contact the Dispute Resolution staff member 
assigned to your case, or send an email to claimhelp@finra.org to verify that FINRA has 
received your rankings. 
 

Note that the process is the same for mediator lists and ranking. 
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Hearings 
The Hearings tab shows all of the hearings that are scheduled or have already been held for the 
case. You can also view the address and phone number for a hearing location. The Hearings page 
also provides information about which arbitrators and FINRA staff attended a particular hearing. 

 

 

Scheduling 
The Scheduling tab provides a collaborative tool that allows the party representatives and 
neutrals to find mutually agreeable dates for scheduling (or rescheduling) arbitration hearings or 
mediation sessions.  

When a hearing or session needs to be scheduled or rescheduled, FINRA staff will propose a range 
of dates by creating a “Scheduling Poll.”  When DR staff publishes a poll on the DR Portal, each of 
the required attendees will receive an email notification telling them to come to the DR Portal to 
complete the poll by providing their availability.   

Click on the Poll ID to open the poll. 

 

For each date, enter your availability.  You can also enter a comment in the box by clicking on the 
green plus sign.  Once you are finished, click on Save at the bottom of the poll.  Your entries and 
comments will be immediately viewable by every other attendee on the case, as well as by DR 
staff.  
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You can come back to the poll to make changes and update your comments in order to try and 
reach consensus on acceptable dates, all without having to speak in person. Click on Save after 
you make changes so that other attendees can see your latest updates. 

Note that the process is the same for mediation Scheduling Polls. 

 

Case Documents 
The Case Documents tab shows a list of documents contained in the case file that have been 
made available for viewing through the portal.  This would include documents you submitted as 
well as documents published by FINRA staff to the portal. 
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ADVANCED TIP: DR Portal Primary Contacts and Secondary Contacts (see “User 
Management” later in this Guide) receive an automated email whenever activity occurs 
on one of your cases.  Each type of automated email has a small, identifying code word 
at the bottom.  For example, when FINRA publishes a document on the portal for one of 
your arbitration cases, the automated email will include the code word “PUBADOC”.  
You can create “rules” in your email system to look for these code words on incoming 
email to automatically route the automated emails as you desire. Be sure that FINRA 
emails are not being stopped by any email spam blockers you may have. 

 

Drafts & Submissions 
The Drafts & Submissions tab shows a list of the forms that you are currently working on (drafts) 
as well as the forms you have already submitted to FINRA (submissions).  Forms that have been 
submitted will have an assigned Tracking Number that you can refer to later.  Note that at the 
current time, claim filing forms submitted via the Arbitration Online Claim Filing System are NOT 
viewable in this tab.  These forms will be integrated with the DR Portal in a future update. 

If you submitted a form that required payment (e.g. a filing fee), but did not complete the 
payment process at the time of submission, you can come to this tab, select the form by clicking 
on the row, and then click on the “Submit Payment” button to complete the payment process. 

 

 

User Management 
The party representative that used the invitation email that came from FINRA to register for the 
case is called the “Primary Contact.” 

Note that the “Primary Contact” does not have to be the same person as the actual party 
representative (i.e., as provided in a notice of appearance.)  If the DR Portal invitation email 
was used by someone other than the party representative, that person becomes the “Primary 
Contact” with regard to DR Portal work for the case.  
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It is permitted for the party representative to delegate the role of “Primary Contact” for DR 
Portal work, but the representative is responsible for all submissions made.   
 

The User Management tab allows a Primary Contact to grant access to the DR Portal for a 
particular case by sending an invitation. 

 

Invite New User to this Case lets the Primary Contact invite anyone they choose (such as support 
staff) to the case by entering the email address, a basic description, an access level, and then 
clicking the Send invitation button.  Invited individuals are sometimes called “Secondary 
Contacts” in the system or by FINRA DR staff. 

You can set the access level all the way up to “Full” which lets them do anything the Primary 
Contact can do on their behalf, except for inviting other Secondary Contacts (only the Primary 
Contact has access to the User Management tab). “Basic” only gives the high-level information 
about the case; they cannot access the row of tabs (Case Details, Pleadings, etc).  “Full Read” gives 
access to all of the tabs, but the user cannot submit documents, enter arbitrator ranks or strikes, 
or enter scheduling information. 

Note that the representative accepts all responsibility for the individuals they invite in 
maintaining confidentiality of the case information.  
  

The invited individual will receive an email invitation containing a special link that will grant them 
the ability to access this specific case in the DR Portal.  Individuals need to be invited to each case 
that the Primary Contact wishes them to access. 

Manage Current User Access for this Case lets the Primary Contact change or remove access to 
previously invited individuals (Secondary Contacts), or to re-invite individuals if they lost or 
deleted the invitation email.  To remove access for a previously invited user, just change their 
access level to “None” and click on the Update link.  The invited user will no longer see this case 
when they log into the Portal. 



FINRA Dispute Resolution Portal                     User Guide 
 

© 2014 Financial Industry Regulatory Authority, Inc. All rights reserved.  

 
Page | 22 
 

Invite and Manage Party Case Access for this Case works the same way as Invite New User to this 
Case, but is used to invite the actual parties that they represent to the case.  The names of the 
parties associated with the representative are already listed in this section, along with the email 
address that FINRA has on file for this party.  It cannot be entered on this screen.  The invitation 
will be sent to that email address.  If no email address has been provided to FINRA for the party, 
the party cannot be invited.  Invited parties are not Secondary Contacts, and have a “read-only” 
view of the case (either Basic or Full Read); they cannot enter information or submit documents 
through the portal. 

Log Out of Portal 
You can log out of the DR portal by clicking on the “Sign-Out” link in the top right corner. 

 

Once you click the “Sign-Out” link you will receive confirmation that your Logout was successful. 

 

Additional Help 
If you have any questions about the DR portal, please contact the Dispute Resolution staff 
member assigned to your case or email claimhelp@finra.org.  

Frequently Asked Questions 
Q:  What is the difference between accessing a case using a Claim Access Code and using the 
personalized link in the Invitation email to register for the case? 

A: The Claim Access Code found in the Claim Notification Letter allows a respondent on a case to 
retrieve a claim from the DR Portal and file an answer.  FINRA sends this letter to the named 
respondents on the claim, rather than serving the actual claim documents.  It permits the user to 
access just the claim for just the one case, but it can be used multiple times by different users.  
For example, a respondent might receive the letter, use the Code to retrieve the claim, and then 
decide to hire counsel to handle the claim on their behalf.  They can give the letter to the counsel 

mailto:claimhelp@finra.org
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who can also create their own DR Portal account (or use their existing account), access the claim, 
and then file an answer on behalf of their client.  Once respondent’s counsel has been established 
with FINRA for the case (as provided in the submitted answer or in a notice of appearance), FINRA 
will send an email Invitation to that counsel so that they can “register” for the case.  The 
personalized link in this invitation will ONLY work one time, but it provides FULL access to the 
case, permitting them to use all of the functionality of the DR Portal described in this User Guide. 
The representative can give this invitation email to a delegate, rather than using it themselves, 
but it will only work one time.  If the respondent party notifies FINRA of a change of counsel, the 
prior counsel will lose all access to the case, and the new counsel will be invited. 

Q: What do I do if I enter my Claim Access Code wrong three times and lock myself out of the 
case? 

A: Contact the Dispute Resolution staff member assigned to your case or send an email to 
claimhelp@finra.org. 

Q: I’m pretty sure that I am typing my Claim Access Code correctly, but it says that the 
information is not correct.  What am I doing wrong? 

A: All of the letters in the Claim Access Code are capitalized.  Capital “I” characters can look like 
lower-case “L” characters or the number “1”.  Only use capital letters when entering the code. 

Q: Do I have to enter the URL in the Claim Notification Letter to retrieve a new case with the 
Claim Access Code? 

A: No, once you create your account, you can log straight into the DR Portal using 
https://drportal.finra.org and then choose “receive a case” from the left-hand menu option and 
enter your Claim Access Code there.  Remember that you do NOT want to create a new User ID 
for each case that you want to receive. 

Q: What is the difference between the Case Documents and the Drafts & Submissions tab? 

A: Drafts & Submissions shows the “forms” you have submitted to FINRA.  There are currently two 
types of forms in the system; the Answer form and the Attachment form.  Each of these forms 
permits you to attach certain types of documents. The Answer form is used to submit your 
answer documents to FINRA; the Attachment form is for subsequent submissions. Drafts & 
Submissions only shows the forms that you personally submitted. It would not, for example, show 
the Primary Contact something that one of their secondary contacts submitted.  Parties invited to 
the portal with Full Read access also cannot see these submissions. That is why we publish 
everything back out to the Case Documents tab. 

Q: On the Drafts & Submissions page, it seems that every time I click on "File Answer" or "Submit 
Documents" it saves a new draft. What are the criteria for how often it saves a Draft? I thought it 
would only save as a draft if I clicked "Save" while within the form. 

mailto:claimhelp@finra.org
https://drportal.finra.org/
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A: Every time you click on either the File Answer or Submit Documents button, a new form 
instance (i.e. a draft) is created. One thing about Drafts and Submissions is that it only shows the 
forms YOU PERSONALLY submitted. It would not, for example, show the Primary Contact 
something that one of their secondary contacts submitted.  Parties invited to the portal with Full 
Read access also cannot see these submissions. That is why everything is automatically re-
published back out to the Case Documents tab.  

Q: Can opposing counsel see my submitted rankings in the Portal? 

A: No.  The named representative on the case is the Primary Contact, and is in control of the case 
filings and providing access to case documents.  The only people who can see your submitted 
rankings or documents are the Primary Contact and anyone she invited that is given “Full Read” or 
“Full” access. 

Q: Do I have to use the same email address when I create an account on the DR Portal as I 
provided when I filed a claim or answer for a case I am representing? 

A: All automated emails coming from the DR Portal will go to the email address on your DR Portal 
account.  DR staff, however, might use the email address you provided with your initial 
submission.  If you do not want this to happen, you should use the same email address for your 
account and all submissions. 

Q: What is the difference between a Preliminary Contact, a Primary Contact, a Secondary Contact, 
and a Party with regard to the User Management tab? 

A: As described under “Accessing Claim Information”, a claim can be served upon a respondent 
using a Claim Notification letter that contains a Claim Access Code (PIN).  When this PIN is used, 
that user becomes a “Preliminary User.”  They can only see the initial claim document for the one 
case that the PIN unlocks.  More than one person can use the PIN; each user becomes a 
Preliminary User.  

FINRA then sends an “invitation” email (to the claimant’s representative after they file the claim, 
and to the respondents’ representative after they file a notice of apprearance).  This invitation 
can only be used once.  Whoever uses it (either the representative themselves or a delegate that 
they choose) becomes a “Primary Contact” with respect to the case on the DR Portal. 

The Primary Contact has the ability (using the User Management tab) to invite other users into 
the Portal for a particular case to assist them with their portal work.  These invited users become 
“Secondary Contacts.”  They have a level of access as set by the Primary Contact on the User 
Management tab. 

In addition, Primary Contact may invite the parties themselves into the DR Portal.  In this case, 
FINRA must know in advance the email address of the party; the Primary Contact cannot enter it.  
Parties can have read-only access to the portal; they cannot enter any information or submit any 
documents. 
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Q: What are the identifying codes that appear at the bottom of the emails I receive from FINRA 
when activity occurs on my cases? 

A: DR Portal Primary Contacts and Secondary Contacts receive an automated email whenever 
activity occurs on one of your cases.  Each type of automated email has a small, identifying code 
word at the bottom.  You can create “rules” in your email system to look for these code words on 
incoming email to automatically route the automated emails as you desire. Be sure that FINRA 
emails are not being stopped by any email spam blockers you may have.  Here is the list of codes: 

• PCINVSC – Sent to the Secondary Contact when they are invited to a case on the DR Portal 
by the Primary Contact. 

• PCRINSC – Sent to the Secondary Contact when they are re-invited to a case on the DR 
Portal by the Primary Contact. 

• STINVPC – Invitation sent by FINRA staff to the party representative for the case on the 
DR Portal.  Whoever uses this invitation becomes the Primary Contact for the case. 

• DSPAPOL – Sent when an arbitration hearing poll is displayed on the Portal, requesting 
schedule availability. 

• DSPMPOL – Sent when a mediation session poll is displayed on the Portal, requesting 
schedule availability. 
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