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HOW TO  FILE A RESPONSE 

 

1. Once an Applicant has filed their case the Respondent will receive a SMS and below 
mentioned email informing them that a dispute has been lodged against them and that 
that the Applicant wishes to make use of the ADR UBUNTU mediation platform to 
resolve the dispute.  

 

 

2. If the Respondent agrees to resolve the dispute via the ADR UBUNTU platform he 
then clicks on the link provides in the above mentioned email. The instructions set 
out below are clear. If the Respondent wishes to continue (and they don’t already 
have a profile) they then click on the COMPLETE SIGN UP button.  
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3. If The Respondent clicks on the COMPLETE SIGN UP button they will receive an on 
screen message informing them that they receive an email which will provide them 
the instructions to log in and create their profile before they will be positioned to file 
their response. 

 

 

4. The Respondent will then now go to his email address and view below mentioned 
email address. The user must then copy the temporary password provided and click 
on the website link provided in point 2.  
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5. The Respondent will be taken to the log in page where they will then provide their email 
address and paste (fill in) the temporary password provided in the email received.  

 

 

6. The Respondent will then be taken to a page where they will be given an opportunity 
to select their own unique password. Once selected they will then be in a position, to 
log into their profile with their new unique password. The new password must always 
be kept confidential.   
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7.  Once reset the Respondent will receive the below mentioned on screen message. 
The user can then click on the Log In button and use the new details to log into their 
profile. 

 

 

8. Once logged in the Respondent will be requested to complete the additional 
information required to finalize their profiles. The Respondent will click on the link 
provided in the NOTIFICATION tab.  
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9. Once the link is clicked on the Respondent will taken to below mentioned page, which 
shall indicate to them what information is still required to be completed. Once 
completed the Respondent will click in the SAVE button.  

 

 

10. Once saved the Respondent will receive the below mentioned screen message. The 
Respondents’ profile has now been finalized and is now they will be positioned to lodge 
a response to the existing dispute by clicking on the BACK button provided.  
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11. Once the Respondent clicks on the BACK button, he will be taken to his profile page 
where they will then be positioned to file their response to the disputed lodged 
against them. The Respondent must click on the case link provided to gain access to 
the case file. Important for Respondents to have all their supporting documentation 
available in PDF format before proceeding to file their response.  

 

 

12. Once the case file is accessed the Respondent must then click on the STATE 
RESPONSE button provided. 
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13. The screen below will then open and the Respondent will have an opportunity file 
their response to the dispute lodged against them. Once they have completed their 
response they must then click on the NEXT button. 

 

 

14. Once the Respondent clicks on the NEXT button they will then be taken to the screen 
below, where they can either upload their supporting documentation or continue 
sending their response by clicking on the SEND RESPONSE TO APPLICANT button. 

 

 

 



9 
 

15. Once the Respondent clicks on the UPLOAD DOCUMENT they need to follow the 
directions provided by selecting the document and uploading it. Once uploaded the 
Respondent must click on the BACK TO DISPUTE button. 

 

 

16. Once the Respondent returns to the screen below they shall then proceed filing their 
response by clicking in the SEND TO RESPONSE TO APPLICANT button.  
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17. The Respondent will then be requested to confirm the response they have filed. If 
happy they will then click in the SEND RESPONSE button. Once done the platform 
will send the Applicant a SMS and email informing them that the Respondent has 
filed their response to the dispute lodged.   

 

 

18. Hereto below a copy of the email that will be sent to the Applicant. Once the 
response is filed by the Respondent the Registrar of the platform will appoint a 
Mediator. Once appointed the Registrar will allocate a time and date for the first 
online mediation session.  

 

 


