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Abstract 

The purpose of this document is to provide a living guide for completing tasks within the ADA system based on the user role as a 
requestor. As this is a living guide, content may be adjusted to provide additional clarity.   
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 Steps to create a New Accommodation request. 
 Click on the URL https://portalada-cloud.aocnp.njcourts.gov/prweb/PRServletPublicAuth?AppName=ADA 
 Select “Yes” if your request related to an American with Disabilities Act (ADA) accommodation  
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 Please click on the Help link to download the American with Disabilities Act External User guide and go through it for your 
reference before creating a request. 
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 Click on the check box  
 Verify Google Captcha authentication. 
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 After successful authentication click on the button “Click to create a request “. 
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 Application creates a new tab called “New”. 
 Enter all required information (with asterisk). 
 Enter Representative’s Information who is requesting accommodation for 
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 Enter Contact Information for Person requesting Accommodation. 
 Enter Court Information details. 
 Enter Accommodation Requests details. 
 Click “Continue” button. 
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 View all the information in Review & Submit screen.  
 Click on “Back” button to go back to previous screens. 
 To Submit the request - click on “Submit” button.  
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 Submit has been clicked, the application displays the confirmation screen. 
 Request is created and assigned a case number. 
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 Acknowledgement of receipt email to send to public user & representative (if any). 
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