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User Guide Overview

As a Legal Representative, the Pathway Portal is your interface to the Commission's single digital case
management platform called Pathway.

What will the guide cover?

This guide will cover how to:

e Getstarted

o  Navigate the Pathway Portal

e Lodge an application form in the Pathway Portal
e  Resubmit a rejected application

o  Complete a reply request

e  Review areceived reply

e Send, receive and respond to messages

e View allocation details

e View outcome documents

e Lodge an appeal

e Assign a barrister

e Understand the different types of user access

e Self-manage users (Reassign matters, manage contacts and add new contacts)
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Get started

How to access and register for the Pathway Portal

All parties that need to submit, engage with or view matters they are involved in must register to use the
Pathway Portal.

> If you are a lawyer, you will register as a Legal Representative.

Instruction ’ Page

Access the Pathway Portal

e You can access the Pathway Portal via a

browser. Personal Injury
e Chrome and Edge are the recommended Commission
browsers.
e The weblink is found on the Personal Injury Welcome to Pathway Portal
Commission website and in the first step toginto iry y Poral
Email Address
below. ~
Password
e
1. Click the following link: Torms and Conions
Inusing the Personal Injury Commission digital service delivery platform you:
https://pathwayportal.pi.nsw.gov.au B S AN ——
« will avoid any activity that may compromise the security and stability of the
et e ol s ons b o o s i TR
2_ CIle Register‘ « acknowledge that the platform may not be available at all times or at any particular

time;

o Reset Password #lLogin

Register your email address

» Follow the prompts to register your email

address. Personal Injury

New SouthWales Commission

3. Tick to agree to the terms and conditions.

Registration
4. Tick 'm not a robot and complete the Select Email Acdrass
. &  saimaNorris@yopmail.com
all squares with... test.

Terms and Conditions
In using the Parsonal Injury Commission digital service delivery platform you:

5. CIICk Registel’, « are respansible for any activity conducted under your username (email address);

+ will avoid any activity that may compromise the security and stability of the
platform, its supporting technology and data contained within;

+ accept that the Commission is not responsible for loss of any unsaved information;

+ acknowledge that the platform may not be available at all times or at any particular

time;
shatibol il i doct

>  You will then receive an email to validate
your email address.

@ | agree to the terms and conditions

Im not & rabot
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https://pathwayportal.pi.nsw.gov.au/

Instruction | Page

Click the Pathway Portal link in email

You will receive an email with a link to validate the
email address.

» Click the Link in the email.

Personal Injury Commission - Portal Registration Completion

€ Reply | € Replyal > Forward
Pathuny - Trining | b
To - SsimaNonis@yoprilcon Weae
[CAUTION:
the content is safe.]
Thank you for
o i Link 10 set your password.

Altematively, copy snd paste the link into & web browser.

ed within 30 mis jster ‘email address on the WCC portal.

PILNSW.QOV.AU o contact us on 1800 PIC NSW (1800 742 679).

This is an automated email. Plcase do not reply.

This email including any iles, is i  the addr ed in confidential i ion. Any views
those of the indivi and are not ily the vig h jury Commission. If you are not the
intended recipient, please delete it and notify the Commission on 1800 742 679,

Update Mobile Number

» Populate New Mobile Number to receive the
code and click Send.

Personal Injury
Commission

New South Wales

Multi-Factor Authentication Code Verification

#® Update Mobile Number

New Mobile Number

[ 0411222333

Type code

» Type the code sent to your mobile and
click Submit.

Personal Injury
Commission

Multi-Factor Authentication Code Verification

® Update Mobile Number

New Mobile Number

0 0411222333

An authentication code has been sent via SMS. Please check for the code. The
authentication code is valid for 10 minutes. if you don't receive it, press Resend to
send a new code.

Multi-Factor Authentication Code

&
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Instruction

Create new Password

» Enter Password and Confirm Password.

> Tick 'm not a robot and complete the Select
all squares with... test.

» Click Register.

Personal Injury
Commission

Password Required
Email Address
& | saima.Norris@yopmail.com

Please note that the password must be at least 8 characters, contain at least one number,
goe symbol aod yopec and lower case chargoier:

Password
&
Confirm Password
&
™~
Im not a robot
) Register

Populate User Profile (top of page)

» Populate the User Profile.

» Select Legal Representative as user type.

Note: All yellow fields are mandatory.

& User Profile
o e 5 T

s

Wors

saima

T cwer e

e 5

Py

i i

Male @ Fomale © Oth

Jo Pathway Portal

& Welcome,

New AoplicationForm =~ = Files {28 Diary

Populate User Profile (bottom of page)

» Populate User Profile (bottom of page).

» Click Save.

Multi-Factor Authentication

Mabils Phane

0411222333 Iesnsent . from the

Emai
Saima Norris@yopmail.com
DX dckdress

Pastal Address
89 Station Strest

Suburtr State

Pastcode.
HEWTOWN nsw 042
Country.
Iniematianal Addrass. Australia

Vorifiod Multi-Factar Authanticatian Mabils Mumber
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How to Login to the Pathway Portal

Instruction

» Click the Pathway Portal link on the Personal
Injury Commission website.

Personal Injury

» Populate the Email Address and Password. W South Wales Commission
> Click Login. Welcome to Pathway Portal
Login to the Personal Injury Comi @ &

» Select where you would like the Multi Factor
Authentication Code (MFA) sent (either your
mobile or email).

Email Address

& | Saima.Norris@yopmaild A
)

Password rusaas  Personal Injury
Py | New South Wales ~ Commission

eTms and Conaimons,
In using the Personal Injury Con

Multi-Fector Authentication Code Verificstion

» Click Send.

« are responsible for any acti Nurmbor 04XX XXX 978 Grace Gilbertayopmailcom

« will avoid any activity that ¢

platform, its supporting tec

« accept that the Commissior

« acknowledge that the platform
particular time;

that the O

» Populate the Multi-Factor Authentication
Code from the SMS/email you were sent.

Personal Injury

» Click Submit. Commission

Multi-Factor Authentication Code Verification
@® Send Code via SMS to registered Mobile O Send Code via Email to registered Email
Number 04XX XXX 978 Grace.Gilbert@yopmail.com

An authentication code has been sent via SMS. Please check for the code. The
authentication code is valid for 10 minutes. if you don't receive it, press Resend to
send a new code.

Multi-Factor Authentication Code
& 867038

& Submit
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Navigation
Home page

After you login to the Pathway Portal, the Home page displays:

e The grey information box in the centre describes what you'll find in each tab in the toolbar along the top.
e The tabs always display along the top whatever page you're in, so you can find your way back using the
tabs at the top.

User Profile displays your
current contact details with
the Commission

Click New Application/Form to lodge
new applications or forms

?ﬁ%mhm. i pathway Portal & Welcome, Test Sunifse

/ﬁ‘ D New Application/Form ~ B Files @ Diary E» Logout

Files displays all your
matters

lcome to the Personal In Logout when you are
finished using the

pecific details of those Matters, view Pathway Portal

Diary displays booked
allocations/appointments

Home displays help text
on welcome message

can use the platform fo | -
diary of Allocations and view your User Profile. The menu above provides access 10 hese Tunclons.

The New Application/Form provides for lodgment of applications and forms.

The Files menu provides a list of Matters in which you are a party or representative of a party. You can also select a file to view the Applications, Parties,
Allocations and Documents in relation to the Matter.

The Diary menu allows you to view a monthly list of upcoming proceedings events (allocations).

The User Profile menu displays your current contact details recorded with the Commission. Contact the Commission to update your details.

eLearning and User Guides
Comprehensive supporting materials including eLearning madules and User Guides are available to help you learn how to use the Pathway Portal.

Access the eLearning modules and User Guides here
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Files page

When you click the Files tab, the Files page displays all the matters where you are the party.

Temporary Applications Recent Activities
Recent Activities displays any new

are: applications, documents or
Personal Injury messages that have been added Wi Click Refresh to update
ssi elcome, Test Sunrise
eDrafts that have been Commission Pathwa since you last logged into the & session, to reflect changes
saved = Pathway Portal. The oldest during this session
ePending applications ﬁ‘ D New Application/Form ~ activities display at the top of the E* Logout

list and the newest activities

waiting to be registered
& g display at the bottom of the list.

by the Commission

atter Summa

ant Activities® ~ e e * x

> nrise @ ~
Temporary Applications @ ~
Unassigned Reply
Requests are reply ~
Temporary Documents @ ~ requests from the

Commission to be

Unassigned Reply Requests @ ~ assigned to someone in

your organisation

Assign To

My Reply Requests are your Test Sunrise ~

assigned Reply Requests

Applicant Respondent Date Requested Date Reply Due Assign

My Reply Requests @ ~

Active Files are
active applications
you are associated
with

Active Files® ~
Test Sunrise @ ~

Closed Files®@ ~

Test Sunrise @ ¥

[ Closed Files display for 42 days ]

Pathway Portal Legal Representative User Guide — Workers Compensation 10



Filter Active Files

If you have a high volume of Active Files, to search for specific matters you can either:

e use Ctrl+F
e or use Advanced button.

Instruction

Use Ctrl+F

Ctrl+F allows you to search for any text
(i.e. letters or numbers) on the page, eg
part of a party name or matter number.

While on the Files page:
1. Hold down the Ctrl key and
press the F key on your
keyboard simultaneously.

» Asearch box displays.

x

ii%“‘ frotbnid Pathway Portal [

“~ D New Application/Form= [~ Files: m Diary

= Matter Summary
Recent Activities® ~ et Sunese
Test Sunrise B ~

Temporary Applications @ ~
Temporary Documents @ ~

Unassigned Reply Requests @ ~

Assign To

Test Sunrisa

MattariApplication Numbar Agplication Type. Applicant Raspondsnt Data Requssted

Thera

ignod raply rouuss
My Reply Requests@ ~

Active Files® ~
Test Sunrise @ ~

W4a7/24 Testing Worker v The Gunwale

& Welcome, Test Sunrise

(" Logout

Date Reply Dus

Dats Filed Apglication Typs Issua/Disputs  Next Allocation Typs  Allocation Data Allocation Tims ‘Allacation Duration

Type

3042024 Form 2 - Applicati "
Dispute benefits

2. Type partial party name or
matter number you need to
search for.

3. System jumps to first
occurrence of what you're
searching for (if found on the
page):

» The occurrence jumped to, is
highlighted orange

» The rest of the occurrences (if
any) are highlighted yellow

4. Click the down arrow in the
search box to jump to next
occurrence (if/as needed).

Party name example

> In this example, we typed part of
the surname of the party, which is
worke (upper/ lower case doesn’t
matter with Ctrl+F).

My Reply Requests @ ~

Active Files® ~
Test Sunrise @ ~

\Wa7/24 Testing Worker v The Gunwale 2nd humber is how
Date Filed Applidygion Typs Is59 :
mwee|  Many times text was
230472024 Form 2-pM\ Njen to Resohve & el found on page
Dispute ene

whra liability
indispute

Weekly
benefits

where work
apasity

All occurrences on the
page are highlighted

Click down arrow to jump
to next occurrence (if
applicable)

Pathway Portal Legal Representative User Guide — Workers Compensation




Instruction

Matter number example

> In this example, we typed part of
the matter number, i.e. 47.

Use Advanced button

The Advanced button on the Files page
allows you to filter the list of Active
Files.

To filter Active Files:

1. Click Advanced.

2. Type search text:

» For Application Number, you must
type the full application number, eg
Wa47/24

For Party Name, you type as:
Firstname (or part of the firstname)
Lastname (or part of the lastname)
Lastname, Firstname (i.e. Smith,
Tom not Tom Smith).

Click Refresh.

YV VYV

w

Active Files® ~
Test Sunrise @ ~

W47/24 Testing Worker v The Gunwale
Date Flled Application Type Issue/Dispute  Next Allocation Type  Allocation Date Allocation Time Allocation Duration
Type
23/04/2024 Farm 2-Application 1o Resolve a Weskly
Dispata banefits

whera liability
indispute

Weekly
bansfits
whara wark
capacity
dacision in
dispute

Medical
expanses
{where the
amount is
mare than
59.46810)

Compensation
for property
damage

Active Files@ ~ ==x

st or
wa7iza

Division Application Type

Party Name

View Allocation Date From  Allocatien Date To

® My Matters O Matters 'm linkgd to © All Matters ] m

Matters I'm linked to
displays matters where you
are a secondary contact

Test Sunrise @ ~

Closed Files@ ~

» The files that match your
criteria display.

Active Files® ~
Test Sunrise @ ~

W47 24 Testing Worker v Tha Gunwale

Data Filed Application Typs Issua/Dispute  Next Allocation Type  Allocation Data Allocation Time Allocation Duration
Typo

2300472024 Form 2-Application to Resolve a Waekly

Dispute benefits
where lisblity
indispute

Pathway Portal Legal Representative User Guide — Workers Compensation
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Instruction Screen

No files listed after Advanced search Active Files @ ~

If nothing matched your search criteria,
the Active Files displays as 0.

To see all your Active Files:

1. Click Advanced.

2. Delete the criteria you entered.
3. Click Refresh.

Pathway Portal Legal Representative User Guide — Workers Compensation
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Matter Details

When you click on a blue matter number link anywhere in the Files page the Matter Details display.

/ﬁ‘ D New Application/Form ~

(= Matter Details-W47/24

Application Forms a

Click New Submission/
Correspondence to
submit additional
information

= Fites ﬁ Diary

Click New Form to lodge
a new application for this
matter

New Submission/Correspondence [ New Form ~

Date Filed Application Type y Type Status
Click here to Generate
23/04/2024 Form 2-Application to Resolve a Dispute Consent Order to lodge r Representative Open
with the Commission.
23/04/2024 = Form 2A-Reply to Application to Resolve Dispute resentative Open
Testing Worker v The Gunwale 4§ Generate Consent Order
Date Filed Application Type Issue/Dispute Type Status  Next Allocation Application \
23/04/2024  Form 2-Application to Resolve a Dispute Weekly benefits where liability in dispute Open Userl .
Click New Message to
Weekly benefits where work capacity decision in dispute Open Userl create a new message
thread for this application
Medical expenses (where the amount is more than $9,468.10) Open Userl
Compensation for property damage Open User08rorop
Lump sum compensation wher Super Users Can click to Open User08, Dispute
maintain Primary and
Parties a Secondary Contact 4 Maintain Contacts | & Assign Barrister
details
Party Role Party Name Party Type Party C& ﬁresentativ&
Qther Lemmington Insurance Insurer / Scheme Agent Lemmington, Insurer (0411 111 111)

Click any

Testing Worker Worker 041100 1002 Sunrise Legal (Test Sunrise, 04111 Click Assign Barrister to
sort by that column The G L Emol give a Barrister visibility
© Bunwate mplover of the matter
Application Category Subject Sender Date/Time Sent
Form 2-Application to Resolve a Dispute For Action m Question for the Insurer Nathan Johnson 3/05/2024 8:50 AM
Form 2- Application to Resolve a Dispute N/A m Message from The Insurer Lemmington Insurance 3/05/2024 8:48 AM
Documents
Document Author Document Category and Type File Name Related To
Date
m PIC (Member,  Certificate of Determination 438_-596253946_hxvf2s3gn- 29/04/2024: Preliminary Conference
6/05/2024 PIC) b7untzux9bvk8vd0in-5pa~y5n.pdf
23/04/2024 Portal Electronic Application Form-Form 2-Application to 240423-000146 pdf Sender: Portal - Recipient:
Resolve a Dispute
Portal Electronic Application Form-Form 2A -Reply to 240423-000147.pdf Sender: Portal -Recipient:
Click blue document date Application to Resolve Dispute
link to download, then NA Cover letter 18.docx 23/04/2024; Form 2-Application to
view document Resolve a Dispute

23/04/2024 NA Cover letter 6.docx 23/04/2024: Form 2A-Reply to

Application to Resolve Dispute
23/04/2024 NA Supporting Documents-Form 2 14.docx 23/04/2024: Form 2-Application to

Resolve a Dispute
23/04/2024 NA Supporting Documents-Form 2A 28.docx 23/04/2024: Form 2A -Reply to

Applicalionto Resolve Dispute

Pathway Portal Legal Representative User Guide — Workers Compensation
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Diary

When you click the Diary tab, the Diary page lists all upcoming allocations/appointments.

A D New Application/Form ~ B Files H@L

i= Weekly Diary - List

Start Date* User Name

O Previous Week 24/02/2023 | Benjamin Bution x x Next Week ©

Weekly Diary -List

Date Matter Number  Matter Name Allocation Type Attendees Venue Name Location  Mode of Allocation ~ Time Duration

27/02/2023- M120/23 Sheryl Panv mylnsure  Medical examination  Sheryl Pan (Claimant),mylnsure (Insurer / Scheme Agent) Huffman Sydney Clinic SYDNEY  Venue 400 PM 1 hour
Mon

Lodge a new application

Overview

Lodge Register . Case Assess & Resolve &
application application Receive reply management decide close

L 0 &

This section will walk through how to lodge a new application in the Pathway Portal.

The Pathway Portal guides you through the information you are required to enter based on the form and
dispute types. The online application forms have a series of pages to complete and common pages are:

e Notice to parties

e  Form Details

e  Worker Details and Legal Representative details

e  Employer Details

e Insurer Details and Legal Representative details

e Supporting Documents (help text varies per application)

e  Certification and Signature.

e The questions on each page will vary depending on the form selected.

e Lodging other forms will follow the same basic steps as above. The pages and questions will prompt

you to provide the necessary information.
e Any fields that are yellow are mandatory and must be completed.

e If you read the page carefully and provide what is being asked, you will be able to navigate easily
through any application form.

Pathway Portal Legal Representative User Guide — Workers Compensation
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What application forms can be submitted?

Forms and Form Names

Application forms that can be submitted by parties via the Pathway Portal are:

Code Form name

Form 1 Application for an Expedited Assessment

Form 1A Application to Revoke an Interim Payment Direction

Form 2 Application to Resolve a Dispute

Form 2D Application in Respect of Death of a Worker

Form 6 Application to Resolve a Workplace Injury Management Dispute
Form 7 Application for Assessment by a Medical Assessor

Form 9 Application to Appeal against the Decision of a Member

Form 10 Application to Appeal against the Decision of a Medical Assessor
Form 11 Direction for Access to Information and Premises

Form 11B Application to Cure a Defective Pre-Filing Settlement

Form 11C Application for Mediation of a Work Injury Damages Claim

Form 11E Application to Strike Out a Pre- Filing Statement

Form 15 Application for the Assessment of Costs

Form 15A Application for the Assessment of Costs

Form 15B Application for the Assessment of Costs

Form 20 Miscellaneous Application

Form 1B Reply to Application for Expedited Assessment

Form 2A Reply to an Application to Resolve a Dispute

Form 2C Application to admit late Documents

Form 7A Response to an Application for Medical Assessment

Form 9A Notice of Opposition to Appeal Against the Decision of a Member
Form 10A Notice of Opposition to Appeal Against the Decision of a Medical Assessor
Form 11D Response to an Application for Mediation of a Worker Injury Damages Claim
Form 11F Notice of Opposition to Strike Out a Pre-Filing Statement
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How to lodge a new application

Instruction

New Application Form

1. Click on the New Application/Form and select
Workers Compensation. Then choose the
Form type from the dropdown. In this
instance, Form 2 - Application Resolve a
Dispute has been used.

e The Notice to
Parties page
displays.

Pathway Portal

& Wolcome, Tost Sunrise

You can use 3 ‘or matters assigned 10 you, view specifc details of those Matiers, view

The Files menu provides a list of Mstters i1 which you are 8 party or You can Partes,
Atocasons ang Documents In relation to o Matter

The Diary (alocations)

eLearning and User Guides

‘Access the elearming modules and Uses Guides hece

Notice to Parties

2. Review, then click Next to proceed to begin
completing the form.

Completing a Form

» All forms are embedded in the Pathway
Portal.

» Data fields enable you to enter free text or
select from drop down lists or calendars to
complete relevant information required for
each form.

»  When completing a form, all fields with a
yellow background are mandatory, and each
form may have differing mandatory fields to
input.

»  You will be unable to move onto the next
page unless all mandatory fields have been
filled.

Supporting documents are uploaded as a
single file (see separate section below).

& Welcome, Test Sunrise:

NOTICE TO APPLICANT

Fom 21 me
+ compersaton for
+ compensaan, o i ans snerng
« compensaton for sropery damaze

+ dmeste ansesance

wperans
i th L S 1 e .

Claim Type [ Form Type

Teaky Sararts wors capacly oK. T T

Fre——

e Commission

NOTICE TO RESPONDENT
T p—

on sy rogeess 0 agpbeatin 1 abcsnes of your 9y, Eplaprs shoudcortaet el weshers comgnsuton

NOTICE TO PARTIES

T SEpAcation s e Pt st Gl W 1 FernalInury Commesin Res 2021,

PRIVACY NOTICE

o
1988 (NBW] o o

saciona e a & 2020 MW, A et o ce st o
o of 8 A, Ca B A0 8 TSR PATSEN E Ary S A e SLCASBIGE,

ot Commeszian, Level 21,4 stord

=T
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Instruction

Supporting Documents

The Supporting Documents page provides
information about what you need to lodge for
certain form types. This example is for a Form 2 —
Application to resolve a Dispute.

Note: Supporting evidence is to be submitted as a
single indexed and paginated bundle.

3. Click Upload or drag and drop the documents
onto the page.

......

schedude of expensss

aczouresinvoresecets

Medicare Notios of Chiarge

What are the document requirements?

See Appendix A — Document requirements for
information on the acceptable file types and document
requirements.

4. Select the document and click Open.

& Bundlled Paginated Supgorting Documents () 30/11/2020 825 AM Mierosoft Word D. 1858

|Bundled Paginated Supporting Dacuments ©| a0 Fies

5. Add in the Document Details:

e Document Category — Choose Cover
Letter or Supporting Documents.

e Document Type — Select from the drop-
down menu. If a bundle is uploaded,
select the application type — bundle as
the document type, e.g., Medical dispute
- bundle.

e  Author —Type in your name.

File Name

Bundiod Paginalod Supgorting Bocuments.dacs:

Author

Pathway Portal Legal Representative User Guide — Workers Compensation
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e Document Details — Add any details for
the uploaded documents.

e Date of Document — Type in the date of
upload or select the date from the
calendar.

6. Add another document if required.

[ +vo- (o] ©ne |

7. Click Next.

» The Certification and Signature page displays.

Pathway Portal Legal Representative User Guide — Workers Compensation
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Instruction

Certification and Signature

You can now either Save Draft — see Save Draft
below or Submit if the application is good to go
see Submit below.

Save Draft

8. You can Save Draft so that the application can
be reviewed before it is signed and submitted.

e  The draft application can be viewed in
Temporary Applications with a status of
Draft.

e  (Click the PDF icon to view the draft.

e Once the draft has been updated, you can
submit the application by clicking on the
Matter Number in Temporary
Applications.

‘ Page

Form 2 -Certification and Signature

wral -
i1 Act 1938 an clauses 44, 43 and 48 of e Warkars Compensaion Regulaion 2018

aters identfed n Part 1 of tis form.

Temporary Applications @ ~
Test Sunrise @

e Check/update any details by navigating
to the relevant page.

e Once you are ready to submit the
document, navigate to the Certification
and Signature page and submit the
document as shown below.

NOTICE TO APPLICANT

Submit

9. Confirm your declaration, signature and date
and click Submit.

Tha appicart caia #t

+ The dispuls s Bmiec 1o these maitors. Kerdle n Part 1 of i form

Once you have submitted the application, it will go to the Commission Registry as a Temporary Application,
and it will appear on your Temporary Applications List.

Pathway Portal Legal Representative User Guide — Workers Compensation
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Instruction

10. Click View PDF to view and download the
application.

‘ Page

@z oo Pathway Portal & Welcome, Test Sunrise

on Wednasdy. 8 May 2024

15 240508.000175

Temporary Applications

11. Go to Files and Temporary Applications to
see the temporary application. You can
download the PDF by clicking the blue
temporary application link.

Note: that the status is now Pending. If you are
unable to see the application, click Refresh.

You will receive an email to advise that a
temporary application has been submitted.

Temporary Applications @ ~ [ e |
Test Sunrise @ ~

T T T G e

Bosm2t Fama

Pathway Portal Legal Representative User Guide — Workers Compensation
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Temporary Applications

25

i

"
e N .
¥ Person_al _Injury
outh Wales  Commission

Pathway Portal
E Files ﬁ Diary

New

J

(1) D New Application/Form ~

(= Matter Summary

Recent Activities@ ~

Test Sunrise

Temporary Applications @ ~
Test Sunrise @ ~

Matter Number Date Created Application Type Claimant/Worker Name

240508-000175 8/05/2024 Form 2- Application to Resolve a Dispute Testertwo, Working

& Welcome, Test Sunrise

Status of:

Status

Pending,

Pending = temporary
application submitted to
the Commission

Draft = you have saved

the application to finish
later

«fdated

Expiring On

8/05/2024

Click blue temporary Matter
Number link to open and
update any application with
Status of Draft or Rejected

e Only the filing party will be able to see the temporary application in the Pathway Portal.
e  When the application has been registered by the Commission it will then be shared with the

respondent who needs to lodge a reply.

What happens next?

e The next step of the process is that the Commission will review and check the application and register

it.

e The application is no longer temporary, it has now been converted to a full matter with a full matter

number
e The Registry team will send you an email

e The application will now display in the Recent Activities section and Active Files.

Pathway Portal Legal Representative User Guide — Workers Compensation
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How to resubmit a rejected temporary application

Instruction

Notification of rejected temporary application

e |f the Commission rejects a temporary
application, you will receive an email
notification with the reason.

e Inthe Files tab the Temporary
Application will have a Status of Rejected

‘ Page

EQEE' - & Welcome, Tast Sunrise

= Matter Summary

Recent Activities @ ~ TomBurne

Temporary Applications @ ~
Test Sunrise @ ~

To resubmit rejected application:

1. Refer to the email notification to
understand the rejection reason.

Personal Injury Commission Form 2 Temporary Reference: 240508-000175 REJECTED

e sl 1

The Commission has rejected your Form 2 with temporary reference 240508-000175

Appiicant: Working Testertwa
spondent: Biue Falcon Inust

tries
Farm Tyge: Form 2 - Application 1o Resolve a Dispate
Dats Lodgad: 8/05/2024

[The form has been rejected an the follawing basis:

The Commission has not retained a copy af the form.

This s an automated emall - please do nat reply.

T ey il

2. Inthe Files tab, click the blue temporary
Matter Number link of the rejected
matter. This reopens the application.

= Matter Summary

Recent Activities @ ~ o S m
Temporary Applications @ ~
Test Sunrise @ ~
o

3. Navigate to Supporting Documents and
make the required changes to the form
(if this was the reason for rejection).

é@ et~ Pathway Portal & Welcome, Test Sunrise
A [ vewam e e B oy [ ogout
Form 2 -Supporting Documents

# Appiication 1o Resalve 3 Dispule
£ W
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Instruction

1. Click Upload to upload the supporting
document bundle (if this was the reason
for rejection) and click Next.

Documsnt Typs "

Form 24

Supporiing Bocumants

Document Details

Author
Test Surrise:

Date of Decument”

68052024

a

Drs nd dron ane or mare Fles hare

ar click the upload button ta brows far a i

2. Once changes are made, sign and date
the application on the last page and click
Submit.

Form 2 -Certification and Signature

Certification and

The apgscant corse

Signature

5 that

‘sacion 208 or secton 2004 o e Workplsce inury

Managemant and Werkers Compensation Azt 1998 ard clauses 44, 45 and 46 of the Workers Compensation Regusscn 2016,

+ The disgule i i

il 1 thoss mters identified in Part 1 of B form.

Dats Signsd

B Application Sgred | 6052024 | B

» The Status updates to Pending in the
Temporary Application list).

Note: If the Commission accepts and registers the
resubmitted application, the Filed date will be the
date the application was resubmitted.

Temporary Applications @ ~
Test Sunrise @ ~

Maar Wb

DuaCraed  Aseicatin Tyew

BOSMA  Form 2. Appteationto Ressheoa icuta
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Replies

How to complete a Reply — Respondent

Lodge Register ) Case Assess & Resolve &
application application Receive reply management decide close

(% Q @’@@ 8}

A reply request arrives as Unassigned in the Pathway Portal and must be assigned to a person (to ensure only
one person is completing the reply).

Once a Reply Request is assigned, it is only visible by that person in their My Reply Requests to action.

When a reply is completed, it starts as a temporary application

which: (:, Assigning a reply request to
someone is a new concept
e Displays in the Temporary Applications section of the

Pathway Portal <= Replyis a Temporary application

° Has a temporary number. until rewem.rvef:! then registered by
the Commission

Reply Request Notification

When a reply has been requested the respondent (or their legal representative) receives an email notification
to advise that an application has been received by the Commission, the date the reply is due and to access the
Pathway Portal to view the application and submit the reply.

Personal Injury Commission - W53/24 - Albion Motors v Test Working - Request Reply

3 Reply | 9 Repiy Al ¥ Forwa
° PIC v11 Comease - Traini ing@sbeit.com aux o o d | B
To Osumrion, Tst o US04 Y

CATION: s el . i ok ek e = e ]

Warker Name: Test Warking

Matter No: W53/24

Insurer claim number.

Insurer Representative Reference:

Your Reply is due by 28 May 2024

Plesse access the application v the Personal Iajury Commission ¥ portal. For " | please see

For privacy and security reasons, Include links in

Vours sincerely,

personsl Injury Commission

o, naw. o 3y

Thisis a no-reply email. f you need to contact the Personal Injury Commission please send a Message via the Pathwary platform.

This email including any attached files, Is intended solely for the add information. Any thase of the indlvidual sender and are nat necessarily the views
af the Personal Injury Cammission. If you are nat the intended recipient, please delete it and notify the Commission an 1800 742 679,
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How to Assign the Reply Request

Instruction

Unassigned Reply Requests must be assigned to
someone in your firm. All Reply Requests are
unassigned initially, and Unassigned Reply
Requests are only visible to Super Users or the
Non- Super User primary contact.

1. To assign a Reply Request, complete the
following:

e  Tick Assign box

e Select a User’s name from the Assign
To drop down menu

o  Click Assign.

Note: Be mindful of the Date Reply Due.

‘ Page

= Matter Summary

Recent Activities @ ~ S ren

Temporary Applications @ ~
Temperary Documents @ ~

Unassigned Reply Requests @ ~

R —

olision Trm Aot Rt

=2 Sl e DA At T

How to complete a Reply

Instruction Page

My Reply Requests are your assigned Reply
Requests

1. Torespond to the reply request, complete the
following:

e  Click the blue application number link and
review the Matter Details, including the
parties, application form and supporting
documents.

e When ready, click Complete Reply
to reply from either the Matter Summary

page or the Matter Details page.

» This will generate the Reply form which you
need to complete and submit.

Note: Be mindful of the Date Reply Due

= Matter Summary
Recent Activities @ ~ e

Temporary Applications @ ~
Temporary Documents @ ~

Unassigned Reply Requests @ ~

Mt haplicsion Humber Aslicaion Typm Applcan Fuapuniars Dats Rqueind. Dt iy D A

My Reply Requests @ ~
Test Sunrise @ -
Mt ggtiaton Namksr Agpeaton Tsos fican: [ R

P — e weing e e
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Instruction

2. Complete the Notice to Parties — check that
you understand and agree to the terms and
conditions and click Next.

Completing a Reply Form

> Data fields enable you to enter free text
or select from drop down lists or
calendars to complete relevant
information required for each form.

» When completing a reply form, all fields
with a yellow background are mandatory,
and each form may have differing
mandatory fields to input.

» You will be unable to move onto the next
page unless all mandatory fields have
been filled.

» Supporting documents are uploaded as a
single file (see separate section below).

& Welcome, Test Sunrise

A [ HowapplicationForm = = Fies [ Diary [® Logout

Natice to Partiss 2]

NOTICE T0 PRATIES

20 Apphcaon i, of Worker, 2 i acosgt

i b hncated o the Comimission's et i W i naw gov ou.

The of

™ 2t recpand by
= lodging  Form 24— Reply Is Appication ta Resofe a Dispute.

¥ yeus 0 nt e £

[ canladt ek warers

agent about locing a reply

PRIVACY NOTICE
Mg he pehvacy al perscral Intarmicn and heali rfamaton is imgoriant o e Persanal nkey Comimission (Commission). The Comimission colicts and uses
[DREONAI PAATIAON S PSSy IOFTRAIEN 0 t6rcis 5 SN0 DOMSMS A0 1 CAIY 0t B3 SIRIUIDEY A0S 55 wall 35 DT Sl SKIMAISS, DG 1 410

Informatian antained, f FaTaranced . ¥ oompRAG Form, Any Biha FAOTIANON
prosedigs s andioe such oibes i ke

(0. oo o s
o austorisad by aw. The € may ales decoss personal

inteemation ang hesit o e

anf ke Cenmpsatian Act 1995 (NSWE) and (o the purpose of assi i pon i

e n accortance 2020 NSV, A sppicatcn or de-enafcten o
Fedacion of 3 decklan ean b e by & relevart parson ot ey ime during i proceecings.

e ces

Lol 21,1 0o

‘Soeer, Darirgrrst, NS, 2010,

3. Upload Supporting Documents for the Reply,
complete the Document Details as covered in
Supporting Documents and click Next.

Note: Supporting documents must be submitted
as a single indexed and paginated bundle.

Document Categary *

Supporiing Bocumants -

Dote of Decument-
og0s0e4 M

Dragg and drop one or mare files here

ar click the upload bton ta Beows far a e

4. Sign and date the application — Submit if
ready or Save Draft and have someone else
review the reply before it is submitted.

Form 2A - Certification and Signature

13 under secticn 248 or section 2804 of the Werkplace
meenssion Regulsiion 2016,

te Signed
]
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5. Here you can see confirmation that the Reply B Dot € e
has been submitted. Form 2A -Reply to Application to Resolve Dispute

721 PM on Wednesday. 8 May 2024

The Form has been

Thet 240508.000177

Please record this rumber for futurs Matter Summary Page vi the Menu

sbove.

How to view the Reply

Reply registered email notification

When a reply is submitted, it will be reviewed and registered or rejected if it not compliant.
When a reply has been registered, the Commission Registry team send an acceptance email to the:

e Applicant’s Legal Representative
e  Respondent’s Legal Representative or
e Unrepresented parties.

Personal Injury Commission - W53/24 - Albion Motors v Test Working

. . ) Reply | % ReplyAl  —> Forward
PIC v11 Comcase - Training <nswpictraining@sbcit.com.au> D Reply | € Reply oward

@ To Sunrise Legal; ) Insurer Lemmington - Lemmington Insurance (Insurer / Scheme Agent) Wed 8/05/2024 1:41 PM

| [CAUTION: This email originated from outside of the organisation. Do not click links or open attachments unless you recognise the sender and know the content is safe.] I

Matter No: W53/24

Applicant: Albion Motors

Respondent: Test Working

Form Type: Form 2A - Reply to Application to Resolve Dispute
Date Received: 8/05/2024

The Commission has registered a Form 2A - Reply to Application to Resolve Dispute in the above matter. A sealed copy of the form and supporting documents are available to be viewed via the
online portal.

This is an automated email - please do not reply.
This is a no-reply email. If you need to contact the Personal Injury Commission please send a Message via the Pathway platform.

This email including any attached files, is intended solely for the addressee named and may contain confidential information. Any views expressed are those of the individual sender and are not necessarily the views
of the Personal Injury Commission. If you are not the intended recipient, please delete it and notify the Commission on 1800 742 679.

Pathway Portal Legal Representative User Guide — Workers Compensation

28



Instruction

View the Reply

The Documents section lists the:
e Sealed reply form

e Reply document bundle

1. Click the blue document date link to
download and view the document.

[ S—

SR Pathway Portal

A L = B A
= Matter Details -W52/24

Dot Filsc

& Welcome, Tost Sunrise

amazmas

anses D Fom2A-Repl

Working Testartwo ¥ Blus Faicon Inustries

DutuFiled  Agpiication Type. anuDiapta Typs St Next Allocution [re——
vBRs R Opan Uner2, Dinmte
Farty Comtact Hsrosmetacye

Lemmingion. berer 0

anznne

Decion  Lanquage

Documens  ulh Decumart Catagary and Trse Fie Fulsted Tu
Date
et Electreic Application Form: Form 2 Agelicaion ta Aescive s 2406080001755t Saner ertal Aecipent
[
et Portal o 2400080001 T andar Prial- Rocipan
o

[ Bisguts

DNTS/2024: Form 2A- Regky o Agsticaion 5
[
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Messages

How to send a message

Instruction

You can use the message function to communicate
with the other party and the Personal Injury
Commission.

From the Matter Details page:

1. Click New Message on the top right corner of
the application.

Note: The Application Owner will always be
copied automatically on the message.

‘ Page

PR T —

= Fites.

88 ey

2. Type the Subject.
3. Select the Participants.

e Legal representative (or self-represented
party) receives email notification of new
Portal message

e The Insurer can see messages but not
respond if they have a Legal
Representative.

4. Type the Message body.

5. Click Send.

E4 Messages
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How to view messages
You may receive new messages from the other party or the Commission.

You will also get an email notification which contains the message subject line only (for cyber security
reasons). You need to view the message within the Portal.

A list of message threads displays in the Messages section of the Matter Details.

New badge
indicates a new
message in the

thread
s
Application Category Sender Date/Time Sent
Form 2 -Application to Resolve a Dispute For Noting m Message from The Commission Nathan Johnson 8/05/2024 2:13 PM
Form 2-Application to Resolve a Dispute N/A Test Message Testing Worker 8/05/2024 2:10 PM
Form 2-Application to Resolve a Dispute For Action Question for the Insurer Nathan Johnson 3/05/2024 8:50 AM

N/A

Form 2 - Application to Resolve a Dispute Message from The Insurer

Lemmington Insurance 3/

Click to toggle between:

Category for incoming

eView All Messages — Which
includes closed threads.

eView Open Messages — which
only displays threads that are

open
® For Review

N/A Category indicates thread \ J
\was initiated by vou /

Click blue subject link to
view and respond to the
message

messages will be:
® For Action

® For Noting
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How to respond to messages
The most recent messages display at the top of the thread.

1. Type response to Message and click Send.

& Messages

Message Thread (2]

Originator

Nathan Johnson (Personal Injury Commission)

Subject
Message from The Commission

Message Thread Category & Print Message Thread

For Noting ~ Thread Closed
Participants
Personal Injury Commission
Lemmington Insurance - Insurer / Scheme Agent Testing Worker - Individual

The Gunwale -Employer

& Print Message Thread

New Message

Message

Thankyou|
< Send

Message: Nathan Johnson (Personal Injury Commission) - 8/05/2024 2:13:04 PM

Sent on Behalf Of Sender Date/Time Sent ‘
Nathan Johnson (Personal Injury Commission) Nathan Johnson 8/05/2024 2:13:04 PM A
Message

Test message

Pathway Portal Legal Representative User Guide — Workers Compensation
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How to download a message thread

You can download message threads from the Pathway Portal.

Instruction

1. From the Matter Details page click the
blue subject link to view message thread.

A [ NowAppiicationForm~ 5 Fites [ biary

= Matter Details-W47/24

[® Logout

mpatication Forms (@)

Fow=— ApplcatonTyps FdBrteme  PeB s s

PN Farm - Apskcation o Rosolv a Disputa Sumise Logad Open ==n
Z04NZE Form 2A-Reol to Aoslcaton o Resclve Disute Surine Lewst Workes Represeet Open

Tasting Worker v The Gunwal

Date Filad  Application Tyga

2anar2028  Form 2. Application ta Aassiie 3 Dispute

Swhs  Moxt Allocation  Apsilicatian Omrar

apen
Soen
Ouun
apen

Oaen

sara, Dispans
Userde, Dispue
Unord Dispusts
sara, Dispans

Userdi, Dispute

e o e
Party Aole. Party Typs. Party Cantact Roprosentatrn

— o=
=

3. Click the Print Message Thread
button.

A [ NewappicationForm~ £ Files [ Diary

EA Messages

Mathan Johnson (Personal Injury Commission)

Subject
Message from The Commission

Message Theood Categary

For Noting v Thresd Closed

Participants
Personal Injury Comnvssion

Lemmington Insurance - Insurer / Scheme Agent Testing Worker -Indrvidust

The Gunwsle -Emplayer
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Instruction

Printed from Pathway Portal by Sunise Legal Dale Printed: 8i05/2024 2:22:32 PM

» A sealed PDF document with the entire
message thread is generated and can be . W47/24 - Testing Worker v The Gunwale
found in your Downloads folder. e g

Originator Mossago Thread Categary
Wathan Johnson {Persanal Injury Commission) For Noling

Subject

Message from The Commission

Participants.

Perscnal Injury Cammissian, Lemeingtan Insurance - Insirer | Scheme Agent, Testing Worker - Individual

Message: Nathan Johnson (Personal Injury Commission) - 08/05/2024 02:13:04 PM

Sender
Nathan Johnson

Sent on behalf of
Nathan Jahnson {Parsanal Injury Commission)

Test message
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Case Management

Lodge Register . Case Assess & Resolve &
application application Receive reply management decide close

&

When the Commission allocates the dispute to a decision maker an email notification with date, time, venue,
address and required attendees for the allocation is automatically sent to:

The legal representative for both parties or self-represented party

The decision maker

The worker, for allocations that the worker is required to attend

The case owner will send an email with worker Teams link if allocation/appointment is to be virtual.

YV VY

Allocation email notification

e The legal representatives for the parties (or self-represented parties) will receive an email when a
new allocation/appointment is made.

e  You can add the appointment to your local calendar by double clicking the calendar.ics attachment.

e  For dispute resolution events or medical assessments to be conducted virtually via Teams, the case
owner will send an email with the Teams link for the event/assessment.

Personal Injury Commission W52/24 Working Testertwo - Preliminary Conference on 8/05/2024 at 12:00PM

. y € Reply % Reply Al > Forward
PIC v11 Comcase - Training <nswpictraining@sbcit com.au> ) Reply | ™) Repl ovard | &8

To O Sunrise Legal Wed 8/05/2024 12:04 PM
calendarics o
3KB

Dear Sunrise Legal, Microsoft Outlook X

The Commission has booked the fallowing appointment: 3 Add this Internet Calendar to Outlook?
You should only open calendars from sources you know and trust
Matter Details:
Aftachment “calendar.ics” from “Personal Injury Commission

Matter Number: W52/24 WS52/24 Working Testertwo - Preliminary Conference on
Insurer claim number: TT1010 B05/2024 3t 1200PM"

Individual (Applicant] Details: -

Individual (Applicant) Name: Working Testertwo
Interpreter Required: Not Required
Legal Representative: Sunrise Legal

Employer (Respandent) Details:
Employer (Respandent) Name: Blue Falcon Inustries

Insurer / Scheme Agent (Other) Details:
Insurer / Scheme Agent (Other) Name: Lemmington Insurance

Appointment Details:

Type of Appointment: Preliminary Conference

Appointment Date and Start Time: 8/05/2024 12:00PM

Duration: 1 hour 30 minutes

Location Type: Video conference

Falcon Inustries [ Insurance (Insurer / Scheme Agent), Working Testertwo (Individual)
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How to view allocation details

In the Matter Details page, the Allocations section displays all the allocations/ appointments for the matter.

Attendees displays who needs to
attend, eg if it's a Teleconference the
legal representative may need to
attend but not Worker/Insurer

Allocations ()

Allocation Type Venue Date and Time Duration Mode of Attendees ision Language
Allacation Maker

Preliminary 8/05/202412.00 1 hour 30 Video Blue Falcon Inustries (Emplo; mmington Insurance (Insurer / Scheme

Conference PM minutes conference Agent), Working Testertwa (Individual)

Allocation type is the type of
appointment (eg Preliminary
Conference, Medical Examination,
Paper based)

Pathway Portal Legal Representative User Guide — Workers Compensation
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Assess and Decide

Lodge Register ) Case Assess & Resolve &
application application Receive reply management decide close

& & MY ©

After the decision maker uploads the outcome document (interim or final) the Commission case owner:

e Seals the outcome document
e Sends the Legal Representative(s) and Unrepresented parties an email notification that the decision is
available on the Pathway Portal.

Decision available email notification

Personal Injury Commission - W47/24 - Testing Worker v The Gunwale - Decision available

« -
@ PIC v11 Comcase - Training <nswpictraining@shcit.com.au> O Reply | <O Reply Al Forward | | K8

To Insurer Lemmington - Lemmington Insurance (Insurer / Scheme Agent); ' Test Sunrise - Sunrise Legal (Representative) Mon 6/05/2024 9:37 AM

‘[CAUTIDN: This email originated from outside of the organisation. Do not click links or open attachments unless you recognise the sender and know the content is safe.] ‘

Worker Name: Testing Worker
Matter Number: W47/24

Insurer claim number:

Insurer Representative Reference:

Claimant Representative Reference:

Decision available Testing Worker
The decision of PIC Member is now available on the Personal Injury Commission Pathway Portal.

You are advised that the Commission has issued a determination in the matter, in accordance with section 294 of the Workplace Injury Management and Workers Compensation Act 1998. Please
advise your client.

Publication of decisions:
Certain Ce ission decisions are published in d with section 58 of the Personal Injury Commission Act 2020. Decisions may be de-identified or redacted before publication. Decisions are

not published for seven days to allow a party time to apply for de-identification or redaction. Any request must be made in writing to the President to help@pi.nsw.gov.au within 7 days from the
date the decision is issued. When determining an application, the Commission will consider the issues outlined in Rule 132 (4) of the Personal Injury Commission Rules.

If you have any questions, please contact the Commission on 1800 742 679.

Yours sincerely,

Personal Injury Commission

WWW.pl.nsw.gov.au

This is a no-reply email. If you need to contact the Personal Injury Commission please send a Message via the Pathway platform.

This email including any attached files, is intended solely for the addressee named and may contain confidential information. Any views expressed are those of the individual sender and are not necessarily the views
of the Personal Injury Commission. If you are not the intended recipient, please delete it and notify the Commission on 1800 742 679.
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How to view the Outcome Document

Instruction

From the Matter Details page, scroll down to
Documents ECNTa = =

433 SOATRINE baetP R0k Sk O
Spe 3Bl

PAERAIONE ]

1. Click the blue Document Date link to
download the document.

Zaa onne et

2. Click the downloaded document to view.

How to lodge an Appeal

If you need to lodge an Appeal of a decision in the Pathway Portal, complete the following:

Instruction

{8) iery (B Logoot

Form - pealion 101 ar Exped Led Aasessmen

1. Click on New Application/Form, choose

Workers Compensation, then click on the < iy o trs o it pEsSstem e
i provide: -
fo rm type . Tre Files menu provides 8 list of Mat] 2 view the Aoplicsfiens, Perties,
Allecations end Documents in relator urm 8 Apgpilic

Tz Diary menu liows you 1o view 8

2. You can now follow the process covered in e e Pt st
Lodge a new application to lodge your appeal. e

este your detsils

use the Pailway Portal.

Access the eLearming modules and FOM IBA- Apsication for the Assessient of Costs

Pt 183 Aaplzatan o the.
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Lodge Submissions and other Correspondence

How to lodge Submissions and other Correspondence

It may be necessary to lodge submissions and other correspondence after you have submitted the application.

These documents are submitted via the Matter Summary using the New Submission/Correspondence tab.

Instruction

To lodge Submissions or other Correspondence:

1. From the Matter Details page, click New
Submissions/Correspondence.

‘ Page

2. Click Upload or drag and drop the documents
onto the page.

= Fites

o

[ Submission / Correspondence

o D

‘Submission / Correspondsnce

Drag and deop ana ar mars fls hara
e Gatagory(Type
ar click the ualaad butian 1o brawse far a file.

3. Choose the Document type: Correspondence
or Submissions and add a Description if
required.

4. To add new Submissions or Correspondence,
use the Upload feature again to repeat the
process.

5. Click Submit.

= Fies

B oy

‘ Submission / Correspondence

I QCancel (5 St

6. Submissions/Correspondence Confirmation
screen will appear, which will show the
Temporary Document Number.

£ Files

£8 0y

D Submission / Correspondence Confirmation
™ documantis for Mattor W7/24 has boen 2

asvod at 1059 AM on 6/0S/20

A [ NewAvplicationtForm
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7. The document will now be visible under
Temporary Documents drop down on the
Matter Summary screen with a status of
Pending. The case owner will action the
submitted correspondence.

Temporary Documents @ ~
Test Sunrise @ ~

sz

Generate Consent Orders

How to generate Consent Orders

It may be necessary to generate Consent Orders to lodge with the Commission.

Once generated and completed offline between the parties, this document is then submitted via the Matter

Summary using the New Submission/Correspondence tab as outlined above.

e Click on Generate Consent Order, which
will prompt the download of the
document.

e Complete the document offline between
the parties.

e Lodge the Consent with The Commission
using New Submission/Correspondence
tab as outlined above.

= Fies

O B B8 oy

= Matter Details-W52/24
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How to give a Barrister visibility to a dispute

If you brief a barrister in a matter, you can add them to the dispute.

Barrister registers as a Pathway Portal user

Instruction

The barrister must first register as a Pathway
Portal user. They will only need to do this once.

At the end of registration, the User Profile
displays. The barrister should then:

» Select Barrister/ Counsel and click Save.

» The barrister then emails
wcsupport@pi.nsw.gov.au asking for their
email address to be registered for barrister
access.

‘ Page

How to assign a Barrister

Instruction Page

Assign a Barrister

To give a barrister visibility of a dispute:

1. Inthe Matter Details click Assign Barrister.

2. Select the Barrister from the drop-down
menu.
3. Click Save.

To change the barrister:

Repeat above steps and select the new Barrister
name.

To remove barrister:

Select the blank line at the top of Barrister drop
down menu.
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What does the Barrister see?

After a Barrister logs into the Pathway Portal they will see the assigned application(s) in the Files page

Y
:@f el Pat hway Portal & Welcome, Ben Barrister
ﬂ a KNew Application/Form - E’ Flles Dilary [‘ Logout
= Matter Summary

Recent Activities@ ~ [ora—
Ben Barrister @ =

[TE— Marzer Nama Betaits
Ackal Bishan ¢ TIYINGUITET [ =~ [
Al Beshan v i ngurer 1B court order
myinsurer = .
Al Boshan v iytrrer I Sanind Mosr Acraont Finpiy

Temporary Applications @ =

Ben Barrister @ ~

Unassigned Reply Requests @ =
Assign To

Bar Barristar v m
Assign

Application Number Apslication Tyse Agplicant Respandans Date Anguasted Dute Ruply Dua

Thon arn no urassigred oply roquests

My Reply Requests @ ~
Ben Barrister @ ~

Active Files@ ~ ==

Ben Barrister @ ~
MISIEI12- Adel Beshai v UAT_QBE

Date Filsd Applicasion Tyoe IaaDisputs Trpe Haxt Allceation Typs Allexation Data

anacozs Frm U2 Darmagos assassrnins

Allecation Time Bliceation, Duratien

The Barrister:
v' Can see the matter details
v' Can view documents

X Cannot send messages

i Pathway ortal

A [ vewnpplicatonrorm = P riies [ iary [ Logout

E= Matter Details

Aspiication Forms @)
wosans Cpen
woxznes or Accent Beply Lo towe g —p— e
M151/23-12-1 Adel Beshal v UAT_QBE
[ —— [— s Nert At Posonion O
e — — g dciion [o—
Faies @
Party e Party tama ParyTime ParyConiat [—
Aovloms povp— Clommn reserry S0 Mor et et (s G, ATEC6T38)
Messagen @)
Aoplcaton conagry Sutjoc [—
F - — BONIOZIDOOAN Thaw  Telsconforews Ao Boshs Claimel, Y OBE nsure Scheme gl Capsid Beinda
Documens €
[T — e

Farl -

Parol [ S ———

ComriGun opicaten Courtarier w2 -

PR —

MISI23.52:1, DEIDGIZ023. Mater Azcidant Resty
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Super Users and Contacts

Types of user access

‘ Type of user

Primary Contact for
a matter

| How to become this type of user

e Be registered as a Legal Representative
on the Pathway Portal

e Application/Reply is lodged with you
nominated as the primary contact

e A Super User in your organisation adds
you as a primary contact for a matter

| What user can see/do

e See that matter’s details and
documents

e Send messages

e Receive email notifications for the
matter

Secondary Contact
for a matter

e Be registered as a Legal Representative
on the Pathway Portal, then ...

e A Super User in your organisation adds
you as a secondary contact for a matter
to grant matter visibility

If user filters “Active Files for Matters

I’'m linked”:

e See that matter’s details,
documents and messages

e Send messages for that matter

e Do NOT receive email notifications

Super User

o Be registered on Pathway Portal as a
Legal Representative

e Another super user can add /remove you
as a Super User

e Can see and act on all mattersin
your firm

e Can add/remove other Super Users
(can’t remove self)

e Can assign any reply request to
other Legal Representatives

e Can reassign matters

e Can manage contacts for the matter

e Can add a new contact

e Do NOT receive email naotifications
for any matters unless you are the

primary contact for the matters
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Primary contact and secondary contacts

e The Primary Contact for a matter is listed as the Party Contact in the Parties section of Matter Details.
e If you have someone in your organisation that will also work on a matter, they can be setup as a

secondary contact which provides visibility to the matter.

e A Super User in your organisation can manage primary and secondary contacts for a matter.

In this example Test Sunrise is the Party Contact for the Worker Representative (Sunrise Insurance), and neither

the Insurer or Employer have representation.

% Personal Injury
w  Commission

Pathway Portal
B Files @ Diary

N D New Application/Form ~

(= Matter Details-W53/24

& Welcome, Test Sunrise

[:‘ Logout

New Submission/Correspondence

Application Formsa
Date Filed Application Type Filed By Name Filed By Type Status
6/05/2024 Form 2-Application to Resolve a Dispute Lemmington Insurance Scheme agent Open
8/05/2024 4 Form 2A-Reply to Application to Resolve Dispute Lemmington Insurance Scheme agent Open
Albion Motors v Test Working €€ Generate Consent Order | &% New Message
DateFiled  Application Type Issue/Dispute Type Status  Next Allocation Application Owner
6/05/2024  Form 2-Application to Resolve a Dispute Medical expenses (where the amount is more than $9,468.10) Open  Preliminary Conference 13/05/2024 09:00 AM User01, Dispute
parties € &0 Aesign Borite
Party Role Party Name Party Type Party Contact Representative
Other Lemmington Insurance Insurer / Scheme Agent Lemmington, Insurer (0411 111 111)
I Respondent Test Working Worker 0412110 220 Sunrise Legal (Test Sunrise, 0411121 342)
Applicant Albion Motors Employer
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After a Secondary contact is added

Instruction

Secondary contact has been added

For a secondary contact to view the matter:

Click the Files tab

Click Advanced in the Active Files section
Tick Matters I'm linked to

Click Refresh.

In this example Sam Sabat is a secondary contact
on this matter

‘ Page

}'@!S ot Pathway Portal & Welcome. Sam Sabat

= Matter Summary
Recent Activities @ ~ Sems x

Sam Sabat @ ~

Active Files@ ~

Alocaton DateFrom

v

v
v
v
X

Secondary contact visibility

The Secondary contact:

Can see Matter Details

Can view all documents

Can view all messages

Can send messages

Cannot see allocations in Diary
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Super Users

How to add/remove Super Users

Instruction ‘ Page

Add/Remove a Super User

Pathway Portal

A super user can add and remove other super
users:

e  (Click the name of the Super User in the
top right corner

e Tick or untick the Super User box

e  (Click Save.

In this example Isla Innes is now a Super User

As a Super User Isla Innes can now:
e (Can see and act on all matters

e Add/remove other Super Users (can’t
remove self)

What can Super Users see — Files — Recent Activities
Super Users can see all matters in the Files page.
To view Recent Activities for specific users:

e Select users in the drop-down menu.

e  Click Refresh.

=)
Y
;@&‘ prcioebigd Pathway Portal & Welcome, Isla Innes

Commission

« D New Application/Form = 7= Files m Diary (® Logout

= Matter Summary

Recent Activities® ~ fan g
lan Ingram @ ~ o
Matter Number Matter Namo ' lan Ingram
Umbrella Insurance v Joff Hanna [ tsia Innes
Unmbrella Insurance v Jeff Hanna [ Kaus |
A s Fraslal v s ke R —— Super Users can filter Click Refresh to

Recent Activities by

apply the filter
specific users

Mattor Numbor Dato Created Application Type Claimant/Worker Nama Status Last Updatod Expiring On

Temporary Applications @ ~
lan Ingram @ ~

22/0212023 Motor Accident Reply Pending 2210212023

Isla Innes @ ~

Matter Numbar Dot Creatod Application Type Claimant/Worker Name Status Last Updated Expiring On
2010372023 Draft 20/03/2023 3/0412023
0334 (B 210312023 Form MO1-Medical assessment Test, Tara Draft 21/03/2023 4/04/2023

Klaus Hargreaves @ ~
Leo Leopard @ ~
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Super Users - How to reassign a Matter from one person to one or

more others

There will be times when you need to reassign Matters from one person to other people in your organisation.

Instruction

To assign one or more Matters, complete
the following:

1. Click on the Files tab.

2. Find the person you want to
reassign Matter/s from.

3. Click the Reassign button.

Note: The Reassign button is only
available for Super Users.

’ Page

Pathway Portal

& Weicome. la e

= Matter Summary
Recent Activities @ ~

Unassigned Reply Requests @ ~

Wy Reply Requests @ ~
Kitty Kat @ =
Klsus Hargreaves @ =

Active Files@® ~
Be o-

»  All Matters assigned to the selected
person display.

There are 2 options:
Option 1: Reassign All

» Consider this option when someone
is going away on holidays or has left
your organisation and you need to
reassign all of their Matters to one
other person.

Option 2: Reassign some

» Consider this option when you only
need to reassign some of the Matters
or you need to assign them to more
than one person.
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To Reassign All

1. From the drop-down list select a new
person to assign all Matters to

Note: Tick Deactivate Contact if a person
has left the organisation. This will
deactivate their profile and they will no
longer appear in drop down lists within
the Portal.

2. Click Reassign All

» New Contact will auto populate for all
Matters

'ﬁ' e o] Pathway Portal
B riee [ oy

A [ newasptestonrom -

& Reassign Primary Contact

& Welcome, Isla Innes

A [ ewnppicatonForm+ £ riiss [ iy
& Reassign Primary Contact

) . 8 Daactiiats Contact afer resssigng sl Matsers [rery— » m
Note: The Phone field is a mandatory e
field. If it is blank, please add phone — = <) s
number. — o
3. Click Save e 3
»  All Matters will now be reassigned to —

the selected person.

To Reassign some & Reassign Primary Contact

» From the drop-down list select a
person to assign the Matter to
continue this step for other Matters
as needed.

Note: The Phone field is a mandatory
field. If it is blank, please add phone
number.

» Click Save

» The selected Matters will now be
reassigned to the person selected.
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Super Users - How to Manage Primary and Secondary Contacts

There will be times when you need to manage contacts on a specific Matter.

Instruction ’ Page
:ﬁ" feeme Pathway Portal & Welcome, Isla lnnes
1. Click on the Files tab. # [romssicnonrom- B et Bou 8 g
= Matter Summary
Recent Activities @ ~ T

2. Click on the blue Matter Number
Temporary Applications @ =
|ink Jan Ingram @ ~

Leo Leopard @ *

Unassigned Reply Requests @ ~

Accicanon e msicaen e soncare [ [r— e ity

—

My Reply Requests @ ~
Kitty Kat @ ~

» Matter Details page displays B Pathwey Poral PRI

B [ vow nopiicstonorm = [ Fies [ iary (5 Lot

3. Go to Parties section and Click on £ Matter Details

Maintain Contacts T e

woaaser

Facly Ruzausta

[r——— [——— p— oot [—

L bty rsrnce sveana e

MIS2123-411 Mathen Doe v Umérela Insurance.

[T —— [r— s [ryre— [r—r——

[ A P ———— [ —

» Maintain Contacts page displays with
current contacts.

To update Primary Contact:

4. In the Primary Contact section,
select the new Primary Contact’s
name from the New Contact
drop-down menu.

5. Click Save
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If you need to add a Secondary Contact:

1. Click Add Contact
& Maintain Contacts for M162/23 - Nathan Doe v Umbrella Insurance

Comta

2. In the Secondary Contact section, T

select name from the New
Contact drop down list

3. Click Save
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Super Users - How to Add a new Contact or Deactivate Contact

Instruction

1. Click the Welcome, name in the
top right corner

Note: Only Super User can add a new
contact.

‘ Page

= Matter Summary
Recent Activities® ~

Temporary Applications @ ~

lan Ingram @ =

Leo Leopard @

proe

[ wosznza

» User Profile page displays with a list
of all active users for your
organisation.

Note: Before creating a new contact. Click
on View All Contacts to check if there is
an existing inactive account.

Super User:
Ticked box indicates the person has Super
User access.

Active Contact:
Ticked box indicates this user is Active.

To deactivate user:

1. Untick Active Contact check box.
2. Click Save

ﬁ” jo—tigd

PR

& User Profile

Verifod Mo Factar dutharnticaton Maisla Humisee

0402105590

Featalor

018 Bty SYDNEY HEW 2000

Pathway Portal

& Welcome, lsla lnnes

B [ o

To add a new user:

1. Click Add Contact

’ﬁ“ i

*

[™) Now ApptcationsForm -

& User Profile

Vil M Factor AuthSTicatcn Wodsls Huiee

0402105600

Fstalor DX Address

101 Bithurst Stredt SYONEY NSW 2000

Pathway Portal

& Welcame, sta innes

E e (o

B Loget

Save

Siroet Address
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2. Fill'in all yellow mandatory fields

3. Click Save

Note: The system will perform checks for
duplication of contact name and valid
email address. If there is an error, it will
generate a message with instructions.

» The new contact will now be added
and will be available to assign Matters
to. (It may take few minutes to
update)

Note: The new user still needs to register
to use the Pathway Portal via the Portal’s
home page and to set up Multi-factor
authentication.

&+ Add New Contact

PR —

Pathway Portal
> ies [ Dy
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Appendix A - Document requirements

What is the maximum document size and the file types that you can upload to the Pathway Portal?

Permitted file types: Size = 2GB (each file)

.avi .gif .mp4 .pptx .wma
.CSV .jpeg .mpg rtf .wmv
.dicm .Jjpg .msg tif Xls
.doc .mkv .pdf Liff Xlsx
.docx .mov .png xt

.eml .mp3 .ppt .wav

What should | do if the document is bigger than the maximum size?

Contact the Commission and follow advice.
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Appendix B - Glossary of Terms

Term | Definition

Case Owner

The person responsible at the Commission for managing the
case.

Multi Factor Authentication (MFA)

When logging into the Pathway Portal a code is sent to your
email/mobile. The code needs to be entered in the MFA field
before you can login. This code ensures that your access is
protected and guards against cyber security attacks.

Related matters

Matters or applications that are related, for example the
same Worker but a different accident date or a different
Worker for the same accident.

Temporary Application

The state of an application before it becomes registered or a
full matter.

Registered Application

When a temporary application has been reviewed and
registered by the Commission Registry it becomes a full
matter.

Yellow field Indicates that data is mandatory.
Blue link Click to be taken to the Matter/Document/Task etc
Allocation An appointment or event that has been scheduled with a

Medical Assessor, Member or Merit Reviewer.
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Appendix C - Email Notifications - When and what happens

When | What happens

An application is lodged in the Pathway The applicant gets an email that temporary
Portal application received

An application is registered / rejected by the | The applicant gets an email notification

Commission

A reply is requested The respondent gets email notification

A reply submitted The respondent gets email notification that reply temporary
application received

Reply is registered / rejected by the The respondent and applicant get an email notification

Commission

Allocation is booked / cancelled / The legal representative (or self-represented party) gets

rescheduled email notification

Outcomes are available The legal representative (or self-represented party) gets
email notification

Documents have been shared with you The legal representative (or self-represented party) gets

email notification

You receive a message from the other party | The legal representative (or self-represented party) gets
or the Commission email notification

Application closed The legal representative (or self-represented party) gets
email notification

Appendix D - Version Control

Version Date Author \ Major changes Approved by
1.0 8 May Nathan Johnson Initial version Melissa Golfes
2024
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