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User Guide Overview

As an Insurer user, Pathway Portal is your interface to the Commission's new single digital case management
platform called Pathway

What will the guide cover?

This guide will cover how to:

e Getstarted

e Navigation

e Lodge an application in Pathway Portal

e Resubmit a rejected application

e Complete areply request

e Review a received reply

e Send and receive messages

e View allocation details

e View outcome documents

e Explain how to lodge a review and further application

e  Assign a barrister

e Describe different levels of user access

e Self-Manage Users (Reassign matters, manage contacts and add new contacts)
e Lodge a Legal Representation / Agent Change

e Submissions and other Correspondence

e Lodge an additional document after initiating application or reply
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Get started

How to access and register for Pathway Portal

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

e If you are a Primary contact or Secondary contact on a Matter, you will register as an Insurer/Scheme
Agent.

e Administrative staff may be added as Delegates (see the end of this User Guide for details on how to
do this). Delegates do not need to follow the instructions to register as an Insurer/Scheme Agent, but
are added by a Super User as their Delegate.

Instruction ‘ Page

Access Pathway Portal

e You can access Pathway Portal via a browser.
e Chrome and Edge are the recommended
browsers.

Personal Injury

Commission
e The weblink is found on the Personal Injury
Commission website and in the first step Welcome to Pathway Portal
below. Login to the Personal Injury Commission Online Pathway Portal
Email Address
&
1. Click the following link: e
https://pathwayportal.pi.nsw.gov.au Tems and Cnsitions
In using the Persanal Injury Commission digital service delivery platform you:

= are responsible for any activity conducted under your usemame (email address):
. . = will avoid any activity that may compromise the security and stability of the
2. Click Register. letn. it upporting ecclony endcit cordainad it
= accept that the Commission is not responsible for less of any unsaved information;
= acknawledge that the platform may not be available at all times or at any particular

Register your email address

3. Follow the prompts to register your email

address. Personal Injury

Commission

4. Tick to agree to the terms and conditions.

Registration
5. Tick ’'m not a robot and complete the visual Email Adcress
& saima.Norris@yopmail.com
reCAPTCHA test. Tt

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

Click Register_ + are respansible for any activity conducted under your username (email addrass);
« will avoid any activity that may compromise the security and stability of the
platform, its supporting technalogy and data contained within;
1 1 1 1 « accept that the Commission is not responsible for Loss of any unsaved information:
> You will then receive an email to validate your ko et oty e o vt 1 s Sl
time;

email address. S

B | agree to the terms and conditions

™~

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

Instruction ‘ Page

Click Pathway Portal link in email ) Ry Y PO Rl BRI I

& Realy | Reply
Bathuay - Training
o Salma Howis @yoprsleor

[CAUTION: the sender and know
the cantent s safe.]

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

Thank you for requasting o register for accassing Personal injury

To proceed with the registration peacess follow the Link Lo sel your posswerd,

7. Click the Link in the email. Ak 7 Bk b

1 0 minutes you o : i e WCC portal.

contact us on 1300 PIC NSW (1800 742 679).

This is an automated email. Pleasc do not reply.

4 il information. Any views
expressed are those of the individual sender and ere not necessarlly the views of the Persanal Injury Commission. If you are not the
intended recipient, please delete it and natify the Commission on 1800 742 679,

Update Mobile Number

8. Populate New Mobile Number to receive the

code and click Send. Personal Injury

New South Wales ~Commission

Multi-Factor Authentication Code Verification

® Update Mobile Number

New Mobile Number
0 0411222333

Type code

9. 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

&

& Submit
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Instruction

Create new Password
10. Enter Password and Confirm Password.

11. Tick I’'m not a robot and complete the visual
reCAPTCHA test.

12. 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 svmbol aod yopec and lower case charaoier:

Password
& e
Confirm Password
& e
™~
I'm not a robot -
) Register

Populate User Profile (top of page)
13. Populate the User Profile.

14. Select Insurer/Scheme Agent

Note: All yellow fields are mandatory.

@" fribind Pathway Portal & Welcome,
A [ NowapplcationForm - = Fies 2 Diary C JP
& User Profile Bsave

Given Namets
Tile Other Tt
Dstoot Bitn
( =]
Gender o

Male O Female O o1

Populate User Profile (bottom of
page)

15. Populate User Profile (bottom of page).

16. Click Save.

Mabile Phone
0411222333

Email
Saima.Norris@yopmail.com
O DX Address
Postal Address*
89 Station Street

Suburb State Postcode
NEWTOWN NSW. 2042
Country.
O International Address Australia

Multi-Factor Authentication

Verified Multi-Factor Authentication Mobile Number

0411222333
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How to Login to Pathway Portal

Instruction

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

2. Populate the Email Address and Password.

3. Click Login.

17. Tick I’'m not a robot and complete the visual
reCAPTCHA test.

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

5. Click Send.

‘ Page

= .a'.

{ @,‘w.ﬁ\

AT -

= 5,

New South Wales

Personal Injury
Commission

Welcome to Pathwaw Barial

Emat Levess

Personal Injury
Commission

& | muncegyepmalcen

Bavaeed

[~y [—

P ———

igolcdrncacy FERERREPIL.. |

* W respOIERe 130 Ay SUINDY (RO under P

o wl SV Ry BTy T Py COTOTERE T SO0y B
B SODONING WACKRR B G CIFEHAED AT

R ot Cancpgin ek pens B e IR EIT

pactosii st oo
—

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

7. Click Submit.

Personal Injury
Commission

\
Sy T
New South Wales

Multi-Factor Authentication Code Verification

® Send Code via SMS 1o registered Mobile
HNumber 04X X XXX 222

2 Send Code via Email to registered Email
maxrice@yopmail com

An suthentication 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

& | 584224
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Navigation

Home page

After you login to 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.

Click New Application/Form

" Home d@lrays h;lpi =
text on welcome
message

Files page

to lodge new applications or

a D New Application/Form

forms

\ /

Pathway Portal
Eres B

Personal Injul

Welcome to the Per} Files displays all your  fivery manomi‘

You can use the plat] matters & disputes bw the list of Fill

Diary displays booked
allocations/appointments

& Welcome, Saima Norris

User Profile displays your
current contact details with
the Commission

Logout when you are
finished using Pathway

r those Matters, view Portal

aDiary of Allocations-. provides

The New provides for lodgment of app 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 refation 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.

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

Temporary Applications are:
« Saved drafts
* Pending applications
waiting to be registered by
the Commission

= ries | [ oiery

A [ new apptication/Form =

= Matter Summary

Recent Activities @ ~ Saima Nor

Saima Norris @ ~

Temporary Applications @ ~
Saima Norris @ ~

Click Refresh to update
section, to reflect
changes during this

ORefrosh

- e Form MOY- Medical assessment oratt 1512022 zonz0ze session
( Unassigned Reply Requests are
reply requests from the —  Unassigned Reply Requests @ ~ )
Commission yet to be assigned d : by
@ ’ sati g Matter number format is: YimaNorris -
Inyeurarganisation Aopicaonurber ey M249/22-01-1 e
( There are no unassigned reply requests.
My Reply Requests are your |
assigned Reply Requests My Reply Requests @ ~ M = Motor This is 1°
~._ Saima Norris @ ~ Accident application
~ill of this type
Active Files are active disputes L Active Files on this |
you are associated with = matter Y
amonce Form M Madca s
— Closed Files® ¥
Closed Files display for 30 days Saima Norris @ ~
M260/22-31-1 jo King ¥ AAMI -MA
DatoFied Applstin et Type Adocaton Dete
wnzoze Form M1 Mot vin P ivaoze
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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 Screen

Use Ctrl+F

2
A

@N& puinlind Pathway Portal & WETEDTe, Isla Innes

a“ B Files % Diary

Ctrl+F allows you to search for any text
(ie letters or numbers) on the page, eg

(= Logout

D New Application/Form ~

= Matter Summary

part of a party name or matter number. Recent Activities @ ~ .
Islalnnes @ ~

While on the Files page: Temporary Applications @ ~
Islalnnes @ ~

1.  Hold down the Ctrl key and press

U igned Reply R ts@ v 2 Refresh

the F key on your keyboard nossinecTepy Teauest N =

simultaneously. I = |

» A search box displays_ My Reply Requests @ ~ Refresh
Islalnnes @ ~

Active Files@ ~
Islalnnes @ ~
M153/23-1241 Gino Lilliv Umbrella Insurance

Dato Filed Application Type Issua/Dispute  Next Allocation Type Allocation Date Allocation Time Allocation Duration
Type

9/03/2023

Form M12-Damages assessment Damages

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

3. System jumps to first occurrence
B . .
Of What yoU re SearChlng for (If 2" number is how Click down arrow to jump

fOLlnd on the page): many times text was to next occurrence (if
found on page applicable)

» 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).

All occurrences on the
page are highlighted

Party name example

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

1. Can search for a partial name (eg
type poulos to search for
Theofanopoulos)

Pathway Portal Insurer User Guide 10



Instruction

Matter number example

> In this example, we typed part of
the matter number, ie 269.

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.

Screen

Islalnnes @ ~

269 nooa v ox
Active Files@ ~ Advanced -
Islalnnes @ ~
M153/23-12-1 Gino Lilli v Umbrella Insurance
Date Filed Application Type Issue/Dispute  Next Allocation Type Allocation Date Allocation Time Allocation Duration
Type
010372023 Form M12-Damages assessment Demages
assessment
M268/23-01-1 Rita Reggio v Umbrella Insurance
Date Filed Application Type Issue/Dispute  Next Allocation Type. Allocation Date Allocation Time Allocation Duration
Type
1810772023 Form MO1-Medical assessment Degreaot
permanent
impairment
11269/23-01-1 Peta Pracatio v Umbrella Insurance
Date Filed ‘Application Type Issue/Dispute  Next Allocation Type Allocation Date Allocation Time Allocation Duration
3
1810772023 Form MO1-Medical assessment Degreeof
permanent
impairment
M270/23-01-1 Adi Allen v Umbrella Insurance
Date Filed ‘Application Type Next Allocation Type: Allocation Date Allocation Time Allocation Duration
19/07/2023 Form MO1-Medical
Active Files®@ ~
Criteria
Application Number Party Name
m269/23-01-1
Application Type
View ition Date From

© My Matters O Matters I'm linked to

Allocation Date To

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

Isla Innes @ ~

i
[ Logally Representedy__ B Not Legally Represented ]

representative or not

You can filter list based on
whether you have a legal

=)

M153/23-12-1 Gino Lilli v Ur
2‘ Typ e SearCh text: Date Filed Application Type. lrs;umn/nmm Next Allocation Type Allocation Date. Allocation Time Allocation Duration
> For Application Number, you
must type the full application e s
number, eg m269/23-01-1 ez el Moo oot
> For Party Name, you type as:
e  Firstname (or part of the
firstname)
e Lastname (or part of the
lastname)
e lLastname, Firstname (ie
Smith, Tom not Tom Smith).
3. Click Refresh.
. . . Active Files® ~
» The files that match your criteria Isla Innes @ ~
dlsplay' Dat Filed Application Type Issue/Dispute ~ Next Allocation Type Allocation Date Allocation Time Allocation Duration
Type

Pathway Portal Insurer User Guide
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Instruction

Screen

1.
2.
3.

No files listed after Advanced
search

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

To see all your Active Files:
Click Advanced.
Delete the criteria you entered.
Click Refresh.

Acti

ve Files® ~

Islalnnes @ ~ .

Mat

ter Details

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

= Matter Details

Application Forms €)

Dato Fled ‘Application Number Applicaton Type Filed By Neme Filed By Type Status
1000772023 M270/23.01 Form MO -Medical assessmant Sally Smith Claimant Legal Representative Open
1900772023 w270/23.01 S Motor Accident Reply Islalnes nsurer/Schome Agent Open
710812023 w2232 Form M12-Damagos sssessment Tina Kavadas Claimant Logal Representtive Closed

M270/23-01-1 Adi Allen v Umbrella Insurance

DotoFiled  Application Type. Issue/Dispute Type Status Next Alosation Application Owner
19/07/2023  Form MOI-Medical assossment Dogree of permanent impairment Awaiting allocation Abdulnour, Anthony
M270/2312-1 Adi Allen
DatoFiled  Application Type. Issuo/Disputo Typo stotus Noxt Alocation Application Ownor

7/008/2023  Form M12-Damages assessment Damages assessment Closed Kerunorski ulie

Parties @

Party Role Party Name Party Type Party Contact Representative

Respondent Unbrellansurance Insurer / Scheme Agent Innes,Isla (0400000100}

Applicant Adi Allen Claimant 0400000100 Liberty Lawyers (Sally Smith, 0411999999)

Messages @

Application Catogory Subject Sender Dte/Time Sent

lick View Al threads

Documents @

DocumentDate  Author Document Category and Type File Neme Related To

30082023 PIC (Membor, Mindy)  Outcome- Claims.-Report -AC P TC- inal mgupl2-x9Bpsuzsafduthp_oaalzfafusiftpd M270/23.12-1,25/08/2023: Teleconference

1910772028 PIC (Sull Outcome-07. Madical Physical Tl & WPI-2017 7b_51502. ialbmic-uaisrcit-5b658bi26 M270/23.011,10/07/2023: Modical examination
1910772023 Portal & Form-Sealed 230719-000526.pd M270/23.0141, Sender: Portal-Recigient:

19/07/2023 Portal Motor 230719-000527p0 M270/23.011, Sender: Portal-Recipien:

19/07/2023 Sally Smith Aoplication-Medical dispute-bundle Dummy Medical Dispute Bundle () (5)9d M270/23.011,19/07/2023: Form MO1 -Medical assessment
19/07/2023 Islalnnes Roply-Madical dispute-bundio Dummy Madical Dispute Buncle () (5) pdf M270/23.011,19/07/2023: Motor Accident Reply

Diary

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

A

B New Application/Form ~

B Files

B oy

Click New Form to lodge a
new application for this
matter (eg Review)

Click New Message to
create a new message
thread for this application

Click Assign Barrister to
give a Barrister visibility of
the matter

Click any blue heading to

sort by that column

Weekly Diary - List

Start Date*

User Name
(<] ious Week 24/02/2023 Benjamin Bution x x
Matter Number ~ Matter Name Allocation Type Attendees Venue Name Location Mode of Allocation  Time Duration
M120/23 Medical examination  Sheryl Pan (Claimant), myInsure (Insurer / Scheme Agent) Huffman Sydney Clinic SYDNEY  Venue 4:00PM  1hour

Click blue document
date link to download,
then view document

Sheryl Pan v mylnsure

J
>
)

Pathway Portal Insurer User Guide
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Lodge a new application

Overview

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

L &b &

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

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
< Continue to provide one single,

e  Claim Details = /
. . 5 ) indexed and paginated

e Claimant Details and Legal Representative details e e

e Insurer Details and Legal Representative details

e Supporting Documents (help text varies per application) < Temporary application is a new

e C(Certification and Signature. concept

There will also be a page to capture details of the dispute/injury/treatment. The questions on this page will
vary depending on the form and disputes selected. There will be multiple pages if multiple disputes have been
selected.

Lodging other forms will follow the same basic steps as above. The pages and questions will prompt you to
provide the necessary information.

Any fields that are yellow are mandatory and must be completed.

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 Insurer User Guide



What application forms can be submitted?

Forms and schemes

e Forms M01 - M41 are for 2017 Scheme
e Forms M51- M64 are for the 1999 Scheme.

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

Code ‘ Form name ‘ Scheme
MO01 Medical assessment 2017
MO02 Review of a medical assessment 2017
MO03 Further medical assessment 2017
M11 Exemption 2017
M12 Damages assessment 2017
M13 Further Damages assessment 2017
M14 Damages settlement approval 2017
M41 Application for appointed representative 2017
M21 Miscellaneous claims assessment 2017
M31 Merit review 2017
M32 Review of a Merit review 2017
M51 Medical assessment 1999
M52 Review of a medical assessment 1999
M53 Further medical assessment 1999
M61 Exemption 1999
M62 General Assessment 1999
M63 Further General Assessment 1999
M64 Special Assessment 1999
PO1 Application to Lodge Additional Documents

P02 Notice of Ceasing to Act

P03 Notice of Change of Legal Representative / Agent

PO4 Notice of Representation

PO5 Direction for Production

P06 Notice of Discontinuance
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Note: The Motor Accident Reply form is also submitted via Pathway Portal.

How to lodge a new application

In the following example, the Insurer user is lodging a New Motor Accident Application.

Instruction ‘ Page

New Application Form

2. Click on the New Application Form and select
New Motor Accident Application.

» The Motor Accident Application — Notice to
Parties page displays.

ﬁf — Pathway Portal & Welcome, Grace Gilbert

uuuuu

Motor Accident Application - Notice
to Parties

3. Click the check box to indicate that you
understand and agree to the Terms and
Conditions.

4. Click Next.

» The Motor Accident Application - Claim
Details page displays.

Bl s

Motor Accident Application - Notice to Parties

Pathway Portal Insurer User Guide
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Instruction ‘ Page

Motor Accident Application - Claim
Details NswApqu:ahWFom\' £ Fles 8 Diary

5. Complete the details as follows:

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

& Welcome, Leo Leopard

(® Logout

Note: The Date of Accident determines the

Scheme and the application forms available for

selection.

e Claimant Date of Birth — Type in the date
or select the date from the calendar.

e Claimant Surname —Type in the last
name of the Claimant.

e  Which Insurer is managing the Claim? —
This will auto-populate according to the
user’s profile but may be changed if
needed.

e Insurer not listed - If the Insurer is not
listed, tick this box and enter the Insurer’s
details on the subsequent page.

e Enter the claim number — Type in the
claim number.

e Location of Accident — If it is a valid claim
number the accident location will
automatically be populated. If there is no
match, you can manually type in the
location.

Matching the claim number to the Universal Claims Database

claim number, it will show The claim has been found in green.
make sure that it is correct.

assistance.

e The claim number is checked against the Universal Claims Database (UCD) and confirms if it is a valid
e If the Claim has not been found, it will display in red. You should check the Claim number again and

e If the Claim has still not been found, contact the Personal Injury Commission on 1800 742 679 for

Pathway Portal Insurer User Guide
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Instruction

Application Details

6. Complete the following:

e Application Type — Select from the drop-
down menu.

» The Matters in Dispute page displays.

Matters in Dispute

7. Select the relevant disputes.

Filed By
8. Filed by Name — Type in your name.

9. Filed by Party — Select Insurer/Scheme Agent.

10. Click Next.

Filed by Name"
George Smith

Pathway Portal Insurer User Guide
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Instruction

Claimant Details

11. Complete the Claimant Details as follows:

e Surname —Type in the Claimant’s last
name.

e Given Name(s) — Type in the Claimant’s
first and second names.

o Title —Select the Title from the drop-
down menu.

e Date of Birth — Type in the Claimant’s
Date of Birth or select the date from the
calendar.

e DX Address — Check the box if the
address is a DX address.

e Address — Type in the relevant fields.

¢ International Address — Tick if applicable.

e Same as Postal Address - Tick if the
Residential address is the same as the
Postal Address.

e Teleconference Phone Number —Type in
the Claimant’s contact phone number.

e Mobile Phone — Type in the Claimant’s
contact mobile phone number.

e  SMS Tick box — Untick if the Claimant
does not want to receive SMS reminders
of appointments.

e Email - Type in the Claimant’s email
address.

‘ Page

Form MO1-Claimant Details

Interpreter

12. Complete the details as follows:

e Interpreter Required — Select if the
Claimant requires an Interpreter.

e Language of Interpreter — Select the
language from the drop-down menu.

¢ Individual has a disability — Select if
applicable and add notes.

e Claimant has a Legal Representative —
Select if applicable.

Tanguage of Interpreter-

Bulgarian

Pathway Portal Insurer User Guide
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Instruction

Claimant Legal Representative

Detalils

13. Complete the details as follows:

e  Firm or Organisation — Populate the legal
firm details.

e Correspondence and documents to be
sent to or served at address of
representative — Select if applicable.

e DX Address — Select if applicable.

e Postal Address — Select if the same as the
Postal address.

e Contact Surname — Type in the name of
the claimant’s lawyer, if known.
e Contact Given Name (s) — Type in the

Gontact Teleconference Number

name of the claimant’s lawyer, if known. I o

¢ Contact Teleconference Number — Type I e
in the contact number.

e Contact Phone —Type in any other
contact numbers.

e Email — Populate as required.

o Reference Number — Populate as
required.

14. Click Next.

» The Insurer Details page displays.

Form MOIT- Insurer Details

Form MO1-Insurer Details

15. These details will auto populate because the
Insurer was selected on the first page. E———

Claim Number
360006562301

DX Address.
Postal Address
101A Bathurst Street

Subur state o
| SvoneY Nsw | | 2000

i
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Instruction

Insurer Details continued

16. Complete the details as follows:

e Scroll down and add the Contact details
for the Insurer.

Note: This is essential, so that the correct person
is added as the Primary contact for this matter.

e Tick the box if the Insurer has a Legal
Representative.

0486777990
Contact Email

Waus hargreaves@yopmailcom

Contact Phone

fgurer has a Legal Representative

e Addin the Insurer Legal Representative
Details name and address details.

Insurer Legal Representative Details

O DX Address.

Postal Address’
89 Station Streat

e Addinthe Insurer Legal Representative
contact details.

Note: You can Add Additional Insurer if there is
more than one Insurer involved in this Matter.

17. Click Next.

» The Degree of Permanent Impairment page
displays in this example. The content and
questions on the next page will vary
depending on the application type and the
dispute (s) selected earlier.

0411555999
Email

benjamin button@yopmail com

Contact Phone

Reference Number
BESI923

Pathway Portal Insurer User Guide
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Instruction

Degree of Permanent Impairment

Dispute Referral

18. Select Yes/No to the questions.

‘ Page

Form MO1-Degree of permanent impairment

Dispute Referral

Date internal review was requested
06/04/2023 2

Injury 1

19. Complete the details as follows:

e Add the details of Injury 1.

e Click Add Injury to add another injury.

e Click Remove injury to remove an injury
from the page.

Injury Description -Describe location and type of injury (e.g.left leg)”
Sprained

Related Application Details

20. Add in any Related Application Details if
applicable.

Related Application Details

Other Dispute Details

21. Add in any Other Dispute Details we need to
be aware of.

22. Click Next.

» The Supporting Documents page displays.

Pathway Portal Insurer User Guide
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Instruction

Supporting Documents

The Supporting Documents page provides
information about what you need to lodge for
certain application types.

Note: Supporting evidence is to be submitted as a
single indexed and paginated bundle& should not
exceed 500 pages on certain initiating
applications. (Refer PIC Rule 67)

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

‘ Page

Form MOT1-Supporting Documents

Supporting Documents

PLEASE NOTE THE FOLLOWING:

youare under rule 109 of the Personal Injury Commission Rules
2021, ule 108(24).

What are the document

requirements?

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

24. Select the document and click Open.

Note: If the supporting document exceeds 500
pages a warning message will be displayed.

Continuing to submit may result in the application
being rejected by the Commission.

To correct, re-upload supporting document under
500 pages.

Dispute types excluded from the 500-page limit
are:

e  Medical reviews and appeals

e  Merit reviews and merit review panels

e Settlement approvals

e Presidential appeals

e Expedited assessments

e  Certain work injury damages disputes

& Welcome, Test Lawyer

s jos
being rejected. Adcitiona Documents shoukd be odged inaccordance
Form MOT1-Suppor

Form MO1-Supporting Documents
[Fose: -]

The total

e Save Dratt | [E)Submit

Rule 67C.
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What are the document

requirements?

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

25. Add in the Document Details:

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.

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

Pathway Portal Insurer User Guide
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When you need to add more than 500 pages
of supporting documents to your initiating

application

26. Tick Lodge Additional Documents if required.

Lview | &Clear @ Remove

Drag and drop one or more files here.

P
or click the pload button to browse for a file.

& Upload

Lodge Additional Documents

Lodge additional documents

questions.
Note: Refer to the help text on the screen if your
bundle contains multiple documents with varying
dates.
Note: If the additional documents relate to
medical proceedings, evidence of consent should
be attached on the supporting documents page.
29. Click Next.
» The Supporting Documents page displays
30. Upload your additional documents.
31. Add in the Document Details.
32. Click Next.
Note: For additional documents on medical

proceedings, evidence of consent from other
parties should be attached.

27. Click Next.
The Service and Consent page displays.
Lodge Additional Documents o y
Form MO1-Application to Lodge Additional Documents
28. Provide answers to the Service and Consent —

Service and Consent (2]

lease include the earliest dates

s tobe listed
+ the date the lodging party became aware or
+ the date that each document was served.

abtained possession or contral of each document, and
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Instruction ‘ Page

Form MO] - Certification and

Form MOT1-Certification and Signature

Signature

Certification and Signature

1 dectare that o the best of my knowlede, ,

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

Dato Signed
2000212023 | £

Save Draft

33. 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.

e Check/update any details by navigating Form MO1-Notice to Parties
to the relevant page.

L

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

1t Fant to make an appication t resalve a dispute about a motor accident Before you begin, you need to agree to our terms and

Jecember 2017, tne Personai iy mage by a person
on or afer this date,
17

relating to an
7.47(2) of the Motor

Subm/'t Form MOT1-Certification and Signature

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

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.
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Instruction

Form MO]J - Medical Assessment

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

‘ Page

B

Pathway Portal

& elcome, Grace Gilbert

Temporary Applications

36. 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 @ ~
Grace Gilbert @ ~
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Temporary Applications

N D arm Applcation/Form *

= Matter Summary
Recent Activities B = &
Lola Level 8 =

Temporary Applications @ =

Lola Level @ =
Click blue temporary Matter Mumber link to Status of:
open and update any application with = Pending = temporary application submitted to the
Status of Draft or Rejected Commission

= Draft = you have saved the application to finish later
= Rejected = the Commission has rejected the application,
refer to the email notification for reason

e  Only the filing party will be able to see the temporary application in 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 Insurer User Guide
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How to resubmit a rejected temporary application

Instruction ‘ Page

Notification of rejected temporary

& Welcome, Lola Lavel

application

= Matter Summary

e If the Commission rejects a temporary e : -
application, you will receive an email Temporary Applcations @ -

Lola Level @ ~

notification with the reason.

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

To resubmit rejected application:

Personal Injury Commission - 230518-000474 - Max Rice v Umbrella Insurance - Temporary Application Rejected

5 © re S—
@ PIC v11 Comcase - UAT <nswpicuat@sbcit.com.au> > Rely O Rl At ‘ = Foad || B
To O MaxRice 3

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

Tempo ation rejected

Application Detals

Applicar

Respor rellainsurance
Date Lodged: 19/05/2023

Supporting evidence

R
sender i 1800742 675.

# Do Brm By

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

& Matter Summary
ot Activies @ =

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

& Welcome, Benjamin Button

[ New AvplicationtForm =~ = Fiies 5] Diary [C JP

Form MO1-Notice to Parties

applcation accident gin, you torms and
1 December 2017, ury Commission aperson
hich occutred on of afer ths date, by agreeing to these terms and conditons you declare you

‘an appiicaton refating to an accident:
7.47(2) of th 2017.

Aperson under legalincapaci includes:

+ 3 chilg underthe age of 18 years, and
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Instruction

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

Note: If your application was rejected for
having supporting documents over 500 pages,
Remove the document

Split the document offline

Re-upload the first bundle (up to 500 pages)
Select the ‘Lodge Additional Documents’
checkbox

© N,

Form MO1-Supporting Documents

Supporting Documents

o Save Draft | |

Please upload the documents you wish to rely on as a paginated and indexed bundle

PLEASE NOTE THE FOLLOWING:

« Appointed representative: if you are lodging an appointed fepresentative application, please upload supporting evidence of the selected incapacity types (4.
certficate, Guardianship Order or Financial Management Order)

« Merit review: ifthe amount of weekly compensation or statutory benefits is in dispute, you must include  schedule of eamings in the approved form. The appr
Schedule of Eamings form is available here = Motor accidents forms

« Damages assessment if the amount of damages is in dispute, you must include in the application a schedule of damages containing full particulars of tne am
claimed

- surveillance recordings in medical assessment proceedings: if you are including a survellance recording, under rule 109 of the Personal Injury Commissis
2021, you must demonstrate that exceptional circumstances exist to allow this to be referred to a medical assessor and you must comply with rule 108(24).

Drag and drop one or more files here

against that Document Category/Type)

or click the upload button to browse for a file.

&3 Upload

Lodge Additional Documents

Ay Save Draft Submit

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

£ oy

Form MOT1-Certification and Signature
=1

Certification and Signature

A ) NewoplicationForm~ £ Fies  Logout

fr SaveDraft | [2) Submit

I dectare that.to the best of my knowledge.

Date Signed

22052023 | &2

Application Signed

fr Save Drat | E)Submit

» 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 @ ~
Benjamin Button €@ ~
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Replies

How to complete a Reply - Respondent

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

g% Ly /S @’?‘@ @)

A reply request arrives as Unassigned in 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 Displaysin the Temporary Applications section of Pathway
Portal < Reply is 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 - F-M166/23-03-1 - Betty Kish v Umbrella Insurance - Request Reply

PIC v11 Comcase - Training <nswpictraining@sbcit.com.au>
To ©lIngram, lan

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

Dear Umbrella Insurance,
Claimant name: Betty Kish

Application Number: F-M166/23-03-1

Insurer claim number: BK123

Insurer Representative Reference:

Claimant Representative Reference:

The Personal Injury Commission received an application from Betty Kish on 08/04/2023

Your Reply is due by 29 April 2023

Please access the application via the Personal Injury Commission online portal. For further information about the online portal, please see the Commission website.
For privacy and security reasons, the Commission does not include links in email communications.

Yours sincerely,

Personal Injury Commission

WWW.pi.nsw.gov.au

Pathway Portal Insurer User Guide
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How to Assign the Reply Request

Instruction

Unassigned Reply Requests must be assigned to
someone in your organisation.

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

e  Click Assign.

Note: Be mindful of the Date Reply Due.

‘ Page

= Matter Summary
Recent Activities € ~
Sally Smith € ~

Temporary Applications @
Sally Smith @ ~

Unassigned Reply Requests @ ~

Pathway Portal

& Welcome, Sally Smith

How to complete a Reply

Instruction

My Reply Requests are your assigned Reply
Requests

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

e C(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 Motor Accident
Application — Reply form which you need to

complete and submit.

Note: Be mindful of the Date Reply Due

‘ Page

9
£
PoreTend

= Matter Summary
Recent Activities @ ~
Sally Smith -

Temporary Applications @ ~
Sally Smith @ ~

Unassigned Reply Requests @ ~

Asplcaton umber Aosticaton Tyve

Ther re nomassigred ey reqests

My Reply Requests @ ~
Sally Smith @ ~

A [ NewhpplicationForm = = Fies

Pathway Portal

oy

& Welcome, Sally Smith
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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.

...... i Pathway Portal
A [ NewsopiicationForm - P Fles [ Dlary

& Welcome, Max Rice
[® Logout
Motor Accident Application-Reply-Notice to Parties

Notice to Partios (=]

Terms and Conditiens of Use.

c

e
ather s ctor sccicant. Betors you dequn, ¥ou nesd fo sqres {0 cur Srms and
condrors

Legal Incapacity

o accidents when ogcued on or aer 1 Desamuer 2117, g Persans
under sgal ncapacty 1 you are makg an
s ol 1 Saction 7 41421 ofthe Mtcr

racs by = persen

afte- s e, sang
Injories Act 2017

it Acf 2007, el
7, et
it

jeoperas: bis v i wil, il
v 1 s o B g

1y e Kging s spplal 1 30 Sceident whih cerured on or el 1 Decamter 2017 01 bahallof someans e fegal Mespseily, yeu wil e 10 gl 1 e
PICIO te sppoiled e thei Apgonted Representate

The FiZ may witnhald fram publica
v

tian al o prt of  foeision, ragardlass of whathar of RO Yok 16AUTS! Tt the PIG: Gacs 50, I I I Ga6 rabla to 80 56 Bacausaat tha
e informatin, or far sny

For

3. Enter the Filed by Name, Filed by Party, and
the reply to the dispute. If more than one
dispute is listed, enter a reply to each dispute.

4. Click Next.

Motor Accident Application-Reply -Reply

Appcaton umber
[wesozsont

Aoplication Type

[[Form o1 e sssossment

prm— Respondent
[ ax s ] (umbroa nsurance

Filed by Name*

===

iy Py
=

Dispute: Treatment and care reasonable and necessary

Dispute Type

Treatment and care reasonable and necessary

Reply to the dispute”
See attached submission
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Instruction Page

5. Complete the Insurer Details page. Add a
Contact Name and number for the Insurer and
click Next.

Note: This is essential, so that the correct person
is added as the Primary contact for this matter.

Note: If the Insurer is now legally represented on
this matter, advise the Commission by emailing
help@pi.nsw.gov.au or on 1800 742 679, so that
the Reply request can be sent to the legal

representative.

Motor Accident Application -Reply -Insurer

(]
—

[ umbrtatnsurance -
(v 2
( J
[“oraBatnurt sweet |
( J
[ svoner | [now | [‘2000 |

Contact Surmame'

[Horgromes ]

i Save Dratt | () Submit

6. Upload supporting documents for the Reply,
complete the Document Details and click
Next.

Note: Supporting documents must be submitted
as a single indexed and paginated bundle and
should not exceed 500 pages.

Supporting Documents

8 is limited that have between the parties as and when required by the Workplace Injury Ma
and Workers Compensation Act 1998 and any regulation or guideline made under that Act, and by the Personal Injury Commission Rules 2021.

Refer to Procedural Direction WC6 - Workplace injury management disputes for a list of supporting documents and information to include with the reply.

Drag and drop one or more files here
(or onto an existing Document Category/Type to
or click the upload button to browse for a file.

& Upload

t that Document Category/Typ

Lodge Additional Documents

(1 Lodge additional documents

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

» Here you can see confirmation that the Reply
has been submitted.

@« = Fies [ Diery

Motor Accident Reply

D New Application/Form ~

9 PM on Friday, 19 May 2023

230519-000476

jstter Summary Page via the Menu above.
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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 - M166/23 - Betty Kish v Umbrella Insurance — Reply Registered

PIC v11 Comcase - Training <nswpictraining@sbcit.com.au>
To Umbrella Insurance;  Lola Level - Timeless Lawyers (Representative)

‘ € Reply ‘ %) Reply Al ‘ —> Forward ‘ E

Sat 8/04/2023 4:47 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.] |

Reply registered

This email confirms a Reply to the above application has been registered by the Personal Injury Commission and is available on the Pathway Portal.

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

Yours sincerely,
Personal Injury Commission
WWW.pi.nsw.gov.au

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.

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.

A [ NewroptcationForm~ £ Fies [} pary ®»

= Matter Details BRAERE
-]
Application Forms @)
- [r—— prrosm—— py
o s e, st s R Lok et )
M146/23.01.1 Fran Froidel v Umbrella insurance m
[a— pre— Soms ecioain  Aslmomn
- o i At
ey =

Potes@ [isaesz]
ey Py [ [e—— v
s Dbl wr—— [rovTm————
- f— o oanzzesss T s s ok 4205590
Lol ) =3

MH02301-Form D1 Ml sssssment
MIO2301-Form 01 Medealssessment

MIMSZ3.013.Form MOl Madcalsssssment

Pamela Allen

FronFrecel

FranFracel

80302312477
150320231135 40

50320232

DocumentDss  Auber Oocumen Ctegery s Type

pors

RelstedTo

149723.011, Sendr P Recipent

pute Esctanc Appicaton Form- sl Mota Accident Roply

M149723.011, Sedr Portal-Reciont

L Levt o cn Mool dsputo bunso

149723 011, 080372023 Form MO1-Modical sssment

Grace Glbart__ Reoly-Medcaldispute-bonde

MI49/23.014, 08032023 oor Acecen ety
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Messages

How to send a message

Instruction ‘ Page

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.

& Messages
vood

2. Type the Subject.

3. Select the Participants.

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

e Claimant/insurer can see messages but
not respond if they have Legal
Representative.

4. Type the Message body.
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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 message within Portal.

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

New badge indicates
a new message in the
thread

Messagos 6

Application

Catogory

2000623 641 Form M64 - Spec

Dater

For Action

MZDO0B23.64.1.Form MBS

an 9062023
For ctior w: o

Am
M2000623-54-1- Form M64.- Spec

riganiks Singh /0672003 852 AM
For Action Messagel to Clma

90672023 850 AM

Category for incoming
messages will be:

Click blue subject link to
view and respond to the
message

Click to toggle between:
o For Action View All Messages —
Which includes closed

threads.

o For Noting

o For Review

N/A Category indicates thread View Open Messages —

was initiated by you which only displays
Kthreads that are open J
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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 (%)
Originator

\ Ben Jerry (Claimant) \

Subject

\ Additional Information Required \

Message Thread Category

| A v Thread Closed

Participants
Personal Injury Commission

Ben Jerry-Claimant Test Legal Firm-Corporation

8 Print Message Thread

Message

Message: Leo Lopez (Personal Injury Commission) -29/10/2024 11:57:12 AM

Sent on Behalf Of Sender Date/Time Sent 3
| Leo Lopez (Personal Injury Commission) | | LeoLopez | | 2071012024 11:57:12 AM | M
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How to download a message thread

You can download message threads from Pathway Portal.

Instruction

1. From the Matter Details page click the blue B Pathway Portal r—
subject link to view message thread.

A [ NewnvpticationForm~ > Fies (1) Diery (# Logout

= Matter Details

Application Forms @)
onaFled Soptstonurbar ot oy e By Trpe sun
o7z wzeaza r——— Oven
iwornza weenza1 S o ’ open
1/268/23.011 Rita Reggio v Ubrola nsuranco [ =i s |
R —, [er— Staos Nent Allcaton Aoptation Owner
iwornza i, Anbre
Parties @
oty FaryNome Pary e orty Contact [r—
esooncent [rET— [ R
P rrarosso clamne o000 Uty Lauyors sty St 0411999099
Messages @
p— Gatogry sonder ostartma sene

1268123011 Form MO1. Modical assossment

Pomela Atlon 210872023 018 A

M2B8/23.011-Form MO1-Medical assessment NA Unirll nsurance o702 352PM

Allocations )

AlocationType Disputefissuaoury/Trastmont Venwe  Date and Time Duation  Moda f Alocation

2. Click the Print Message Thread button. Bl Pathway Portal

& Welcome, Isla Innes

A [ NewapplcationForm - = Fies (8] Diary ( Logout

& Messages

Message Thread

Orginator
Umbrella Insurance (insurer / Scheme Agent)

Subject
Is there a medical rferral or this?

Message Thread Category.
NA v Theead Closed

Participants
Personal Injury Gommission

Fita Roggio-Claimant Umbrella insurance- nsurer / Scheme Agent

New Mossage

Mossage

& Upload

Message: Pamela Allen (Personal Injury Commission)-2/08/2023 9:18:53 AM

‘SontonBonalf Of Sendor Date/Time Sent
Pamela Allon (Porsonal Injury Commission) Pamela Allen 2108/2023 9:18:53 Al
Messa
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Instruction

» A sealed PDF document with the entire
message thread is generated and can be
found in your Downloads folder.

Printed from Pathway Portal by Umbrella Insurance Date Printed: 2/08/2023 9:20:14 AM

M268/23 - Rita Reggio v Umbrella Insurance
oy M268/23-01-1 - Form M01 - Medical assessment

Personal
SwSamwae  Commission

Originator Message Thread Category
Umbrelia Insurance (Insurer / Scheme Agent) NA
Subject

Is there a medical referral for this?

Participants
Personal Injury Commission, Rita Reggio - Claimant, Umbrella Insurance - Insurer / Scheme Agent

Message: Pamela Allen (| Injury C issi - 09:18:53 AM
Sonder

Pamela Alen

Sent on behalf of

Pamela Allen (Personal Injury Commission)

Message
Yes. I will share it with you.

Message: Umbrella Insurance (Insurer / Scheme Agent) - 02/08/2023 09:15:15 AM

Sender
Ista Innes

Sent on behalf of
Unbrella Insurance (Insurer / Scheme Agent)

appointment.
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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:

e The legal representative for both parties or self-represented party

e  The decision maker

e The claimant, for allocations that the claimant is required to attend

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

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 M270/23 Adi Allen - Medical examination on 10/08/2023 at 9:00AM

) Reply ) ReplyAll > Forward
PIC v11 Comcase - UAT <nswpicuat@sbcit.com.au>  Reply | © Reply ol &
To  ©Umbrella Insurance Wed 9/08/2023 11:36 AM
Ij calendarics .
3KB
‘[CAUT\DN: This il ted ide of the isation. Do not click links or open attachments unless you recognise the sender and know the content is safe.]

Dear Umbrella Insurance,
The Commission has Booked the following appointment:

Matter Details:
Matter Number: M270/23
Insurer claim number: aa123

Claimant: Adi Allen
Interpreter Required: Not Required
Legal Representative: Liberty Lawyers

Insurer / Scheme Agent Details:
Insurer / Scheme Agent Name: Umbrella Insurance

Appointment Details:
Service Provider: Sam Sullivan

Type of Appointment: Medical examination
Appointment Date and Start Time: 10/08/2023 9:00AM
Duration: 1 hour

Location Type: Venue

Attendees: Adi Allen (Claimant)

If you wish to add/update the appointment to your own calendar, you may need to download the calendar attachment ‘calendar.ics' on your device. You may also need to open the file after downloading and save/import to
your calendar if the is not in your calendar.

For further information about this appointment, please go to the Commission online portal
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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.

Decision Maker is the member
or medical assessor

Allocations.

Allocation Type Dispute/Issue/Injury/Treatment Venue Date and Time Duration  Mode of Allocation Attendees Decision Maker Language

@@ Vedical examination M270/23-01-1/D1 (Arm) PIC Medical Suites, Level 8/1 Oxford Street, SURRY HILLS NSW 4/09/2023 9:00 AM 1 hour Venue Adi Allen (Claimant)

Sullivan, Sam

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

Dispute/Injury/Issue/
Treatment displays what is to
be assessed in appointment

Allocation type is the type of
appointment (eg Teleconference,
Medical Examination, Paper based)
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Assess and Decide

Lodge
application

Register

application Receive reply

)

VARAYAR:Y -

Resolve &
close

Assess &
decide

Case
management

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 Pathway Portal.

Decision available email notification

Personal Injury Commission - M146/23-01-1 - Max Rice v NSW Insurance - Interim decision availa...

Rl | sl Al Fomed | @

PIC v11 Comease - UAT <nswpicustiisheit com au>
Ta M Rice dndividual); - Relert Taylor - NSW Insurancs (Insurer / Scheme Agent] Tue 1440

023 343 PM

Personal Injury Commission - M162/23-01-1 - Cris Abu v Umbrella Insurance - Decision available

O FIL V11 Comcase - Training ~<nsgiclrsining Bsbetcom.au= © Pty 2 roneee || @
To Lok Lers- s 7 b

Mo T

& Rty

[Em——. —

[CALTICH: Thi the sender and know the

content is afe |

[CAUTION: This email originated from outside af the organisation, e nat click links or open attachments unless you recognise the
sender and know the content s safe.]

Dear Parties,

Claimant name: Max Rice
Application Number: M186/23-01-1

Insurer claim number: ry098

Alfred Pena has issued an interim decision or report in the above matter.
ou can view the decision in the Persenal Injury Commission online portal.

For privacy and security reasons, the Commission does not inclue links in email eommunieations.

Yours sincerely,
Personal Injury Commission

www.pi.nsw.gov.au

This email including any attached files, is intended solely for the addressee named and may contain canfidential 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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Claimant name: Cris Abu
Application Number: M162/23-01-1
Insurer claim number: CALZY
Insurer Representative Reference:

Claimant Representative Reference:

Decision available Cris Abu

The dedision of Sam Sullivan is now available un the Personal Injury Commission online portal.

1 you da not agree with the decision, there may be the nature of the

decision and the dispute. Flease note: Time limits may apply.

Publication of decisions:

Certain € published in section 54 of the Personal Injury Gommission Act 2020, In exceptional
be dhe-id dor redacted P i not published for seven days 1o allov @ parly time
o spply for dei redaction. A L mwst b made in wiriling Lo Lhe President Lo helo@pi.nsw.zov.au within 7 deys from

the date the decisian is issusd. When determining an application, the Comeission will consider the isues autfined in Rule 132 (4] of the
Personal Injury Commission Rules.

on 1800 742 678,

It you have any questions, please contact the Commi

Vours sincerely,

Personal Injury Commission
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How to view the Outcome Document

Instruction

From the Matter Details page, scroll down to
Documents

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

2. Click the downloaded document to view.

‘ Page
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How to lodge an application for a Review

If you need to apply for a review of a decision in Pathway Portal, complete the following:

Instruction

To lodge a review, complete the following:

1. From the original Matter Details, click New
Form in top right corner and select New
Motor Accidents Application.

This allows the claimant, insurer and legal
representative details to auto-populate if you
select their names from drop-down list.

‘ Page

W [ vowstestonrom= £ s

£ ooy

= Matter Details

Application Forms €)

022023

woa202s

Notice to Parties

2. Read the Terms and Conditions and scroll to
the bottom and tick to agree to Terms and
Conditions.

3. Click Next

» The Form Claim Details displays.

A [ NewapplcationfForm = = Fites 2] piary

Motor Accident Application-Notice to Parties

Notice to Parties (2]

Terms and Conditions of Use

oz Save Drat | () Submit

Claim Details

4. Complete the Claim Details as follows:

e Populate the Claim Details
e Select the Application Type

This example selects M02 — Review of medical
assessment

e Tick relevant Matters in Dispute
e  Filed by Party — Select as
appropriate.

5. Click Next.

» The Claimant Details page displays.

Motor Accident Application-Claim Details

Pagos - fy Save Drafe | [2) Submit

PLEASE NOTE: If this clim is against a corporation or individual, enter 3 reference numiber or ‘ot applicable’ for the ciaim number. Ifthe Insurer is not listes, you ean
enter the detsils on the third page of the application under Insurer deals

Datoof Accident Claimant Dateof Birth Clamant Sun
(202022 || [1oveoos | [ vounes.

Application Type

[ Forn o2 Roview ot ame

Filod by Name'

[ Kos Hargroavs )

Filod by Party

(e o)
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How to lodge an application for a Review continued

Instruction ‘ Page

Claimant Details , ,
Form MO2 - Claimant Details

6. Populate the Claimant Details page.

Claimant Details

7. When done click Next.

Selecting Existing Party and Existing . et L vzt ik
Representative auto-populates their
details which speeds up data entry

» The Insurer Details page displays.

Insurer Details

Form MO2-Insurer Details

8. Populate the Insurer Details page, including
the Contact Name details.

Note: This is essential, so that the correct person
is added as the Primary contact for this matter.

9. Click Next.

Repre:

Selecting Existing Party and Existing
Representative auto-populates their
details which speeds up data entry ox s

Postal Address®

eloss Lawyors (Button, Banjamin)

=

Timele:

89 Station Strest

» The Form M02 — Panel Review of single
medical assessment page displays if this is the
application that was selected.
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Instruction

Form MOZ2 - Panel Review of single
medical assessment

10. Complete the details as follows:

e The Matter number should pre-populate
based on the matter you were in when
you selected New Form.

e Select the relevant Previous Decision.

e If the decision is not available, tick
Previous Decision not available for
selection and type in the details.

e The Date of the previous decision and
Full Name of Decision Maker of previous
decision auto-populate based on decision
selected above, otherwise manually
populate.

e Complete the required fields on the page.

11. Click Next.

» The Supporting Documents page displays.

‘ Page

Form MO02 -Panel Review of single medical assessment

Supporting Documents

3. Upload the relevant supporting document
as a single indexed and paginated bundle.

Note: The 500 page limit does not apply to Review
applications

12. Click Next

» The Certification and Signature page displays.

Form MO2-Supporting Documents

2.
Supporting Documents >

PLEASE NOTE THE FOLLOWING:

types (e, Birth

form. Tho approved

under ule 109 of i Rules.
201 P 109(28).

Drag and drop one or more fles here
that

o click the upload button to browse for a fil.

Certification and Signature

13. Read and tick the acknowledgments.

14. Click Save Draft if application needs to be
reviewed internally before being submitted to
the Commission.

15. Click Submit.

Form MO2-Certification and Signature

I doclare that, o the best of my knowladge,

Date Signed
141032023 | £

Application Signed
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Instruction Page

What happens after Submit?

Temporary Applications @ ~
Grace Gilbert @ ~

The Review Temporary Application displays with a s

Status of Pending until it is registered by the

Commission.

Once the application is registered it displays within
the matter details for the originating dispute and
has matter number prefixed with R. & Matter Details

Application Forms €

DuteFiad

& Welcome, Graco Gilbert

e

w22y

souaamns PO —

M114723.011 Poly Phan v Umbrela nsuranco

OutoFied  AppicatonType IaDipute Type

190272023 Form MO Mot ssessment
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Lodge an application for a Further Assessment

How to lodge an Application for a Further Assessment

Instruction ‘ Page

o (9 vy

If you need to apply for a further assessment for a
matter in Pathway Portal, complete the following: i 1

1. Inthe Matter Details, click New Form in the
top right corner and select New Motor
Accidents Application.

Notice to Parties

2. Read the Terms and Conditions.

3. Scroll to the bottom and tick to agree to
Terms and Conditions and click Next.

» The Motor Accident Application — Claim
Details page displays.

dless of whether or equest that the PIC the

Motor Accident Application - Claim
Motor Accident Application-Claim Details
Details

4. Complete the Claim Details as follows:

e Application Type
e  Mattersin Dispute
e Filed by Party

This example selects M03 — Further medical

assessment
5. Click Next.
» The Claimant Details page displays. -
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Instruction

Claimant Details

6. Populate the Claimant Details page.

‘ Page

Form MO3-Claimant Details

Claimant Details

Dato of Birth'
710771997

-]

Note: You can select the Existing Party and the
Existing Representative from drop down to quickly
populate.

7. Click Next.

» The Insurer Details page displays.

Claimant Legal Representative Details

Insurer Details

8. Populate the Insurer Details page, including
the Contact Name details.

Note: This is essential, so that the correct person
is added as the Primary contact for this matter.

Note: You can select the Existing Party and the
Existing Representative from the drop down to
quickly populate.

9. Click Next.

» The Form M03 - Further medical assessment
page displays if this is the application that was
selected.

Form MO3-Insurer Details

Insurer Details

PLEASE NOTE: If there is more than one

insurer involved, select ‘Add Additional In

surer” and add the additional insurer details on the next screen.
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Instruction

Further medical assessment

10. Complete the details as follows:

e  The Matter number should pre-populate
based on the matter you were in when
you selected the New Form.

e Select the Previous Decision.

e |f the decision is not available, tick
Previous Decision not available for
selection and type in details.

e The Date of previous decision and Full
Name of Decision Maker of previous
decision auto-populate based on decision
selected above, otherwise manually
populate.

e Are you selecting for a further
assessment on the grounds of? — Select
as appropriate.

e Complete the rest of the page.

11. Click Next.

» The Supporting Documents page displays.

‘ Page

Form MO3 - Further medical assessment

Yos ® No

Ay Save Dratt | ) Subent

eviousty assessed at the DS of the Personl Injuey Gommission

Previous Assessment

Matter Number of Previeus Decision’

423 Pravious Decision not svailable for selaction

- Outcome. Physical TI & 2017 -
Full o of Decision Maker af provious decision”

Alfrad Pona

Ao, ounds of
Additional relevant informatian about the injury ~

tinformation st
Daterioration of the injury
Heither

Hows a5 10 b2 Capable of having. ot sment?

mors nfo hare.

Supporting Documents

12. Upload relevant supporting documents
as a single indexed and paginated bundle.

13. Click Next.
4. The Certification and Signature page displays.

Note:If you have more than 500 pages of
supporting documents, you should upload the first
500 pages on this page and also lodge an
Application to Lodge Additional Documents by
selecting the Lodge Additional Documents
checkbox

Form MO3 -Supporting Documents
=3

‘Supporting Documents

Please upload the documents you wish to rely on as a paginated and indexed bundle

PLEASE NOTE THE FOLLOWING:

= Appointed representative: if you are lodging an appointed representative application, pleass upload supporting evidence of the selectsd incapacity types (e.. Birt
cerificate, Guardianship Order or Financial Management Order)

= Merit review: if the amount of weekly compensation of stafutory benefis is in dispute, you must include a schedule of eamings in the approved form. Te approved
Schedule of Earnings form is available here > Motor accidents forms.

- Damages assessment if the amount of damages is in dispute, you must include in the application a schedule of damages containing full particulars of the amount,
claimed.

« Surveillance recordi

in medical assessment i you are including a ing, under rule 109 of the Personal Injury Commission Ru
2021, you must demonstrate that exceptional circumstances exist to allow s to be referred to a medical assessor and you must comply with rule 109(2A).

Drag and drop one or more files here
e to upload one or
or click the upload button to browse for a file.

& Upload

(or onto an existing Document

t that Document Category/Type)

Lodge Additional Documents

O Lodge additional documents

Certification and Signature
Read and tick the acknowledgments.

Then either:

14. Click Save Draft if application needs to be
reviewed internally before being submitted to

the Commission.

15. Click Submit.

Form MO3-Certification and Signature
=3

Certification and Signature

I declare that. to the best of my knowledge, the information given in this formis true and correct. | also give consent and authorisation for thefollection, use

disclosure and exchange of personal and health information provided in this form,

Date Signed

Application Signed | 17/11/2024 | £
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What happens after the Further Assessment application has

been submitted?

Instruction

The Further Assessment Temporary Application
displays with Status of Pending until it is
registered by the Commission.

‘ Page

Temporary Applications @ ~
Grace Gilbert @ ~
oot

aaaaaaaaa

Once the application is registered it displays within
the Matter Details for the originating dispute and
has matter number prefixed with F.

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.

£ Fies £ Diary

) w eptemonsrom -

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

‘ Submission / Correspondence

Submission / Correspondence

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

5. Click Submit.

Drag and drop one or more files here

or click the upload button to browse for a file,

6. Submissions/Correspondence Confirmation
screen will appear, which will show the & Op=remier BEs (@
Temporary Document Number. [ Submission / Correspondence Confirmation

PM on 1010572024

I

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

How to lodge an additional document after initiating

application or reply

It may be necessary to lodge an additional document after you have submitted the application.

Instruction Page

To lodge an additional document:

.
£ Matter Details "

Apptcation Forms @)

From the Matter Details page

1. Click New Form and select the required form.

2. Select New Form P01 — Application to Lodge
Additional Documents.
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Form POT - Notice to Parties

Read the Terms and Conditions.

3. Scroll to the bottom and tick to agree to
Terms and Conditions and click Next.

» The Form P01 — Application to Lodge
Additional Document page displays.

Form PO1-Notice to Parties

Notice to Parties (]

Terms and Condiions of Use

Eor Legal Pracitioners” Use is fimited to Certiied Australian Legal Practitoners of their

Legal Practtioners.
Eor other Portal users: Use this formif you wan o make an application. Before you begin, you need 1o agree 1o our ems and conditons.
Using this form

The PIC may decine to accept an application f s made oul of tme. [f you are unsure of the tmeframes for the cispute. please refer o the Personl Injury Commission
Rules Altornativaly, you can call he Personal Injury Commission on 1300 742 670

Allinformaton you must be respect
Under secton 307C of the Crimes Act 1900, you can be issued wih a fine o years, o both misieading
information i this form.

Assistance

f you have any questions about completing this form or the Pathway Portal, pleass contact the Personal Injury Commission on 1800 742 679.

¥s decisions wil f the Personal Iury
fedacton of a decision can be made by a ralevant person at any fime during the proceedings

Act 2020 (NSW). An epplication for de-identiication or

Moro detailed the way that the

5 avaiavio at tps prvacy
Appications to tho Commisson o accoss and corroct any personal
Stret,Daringhurst, NSW. 2010

tothe |

bo made in writng Lovel 21,1 Oxford

| B you

Form POT7 - Application Details

16. Populate the Application Details page.

Note: The Next Allocation section will be
populated if there is an allocation already booked
for this application.

Additional Documents should be lodged with the
Commission within 14 days for Medical
proceedings & 3 working days for all other

proceedings.

4. Populate Service and Consent (as needed).

5. Populate Reason in support of application
field.

6. Click Next.

Form PO1-Application to Lodge Additional Documents
[ ]

Application Details
Related Application

1122288/24-01-Form M1 -Medical assessment

Filed by Name*
Test Lawyer
Filed by Party

Claimant Legal Representative =

Next Allocation
Date of Next Allocation
]

Next Allocation Type

Decision Maker

Service and Consent

Date lodging party became aware of or obtained possessio

on or control of the Additional Documents*

1102024 L]
Have the Additional b oneach party to I or obtaining possession or control of
the document in accordance with Rule 67C of the Personal Injury Commission Rules 20217"

) Yes ® No

Does this Application for Additional Documents relate to medical assessment proceedings?"
Yes ® No

I Reasons in support of application I

Submissions in support of Application to Lodge Additional Doci

rule 67C of the Personal Injury Commission Rules 2027
Additional document

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

A [ New ApplicationForm = [ Fiies [ Diary (® Logout

Form PO1-Lodge Additional Documents
[ ]

Supporting Documents (]
They must:

* have consecutively numbered pages

* beind sorted by document category

* notha,

previously lodged
* not be included more than once

Documents/bundiss that do not comply will b rejected.

Drag and drop o

i more fles here.
pe o upload one or that
or click the upload button to browse for a il
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8. Add in the Document Details:

e Document Type — Select Form P01 from
the drop-down menu.

e  Author —Type in your name.

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

9. Click Next

Form PO1-Lodge Additional Documents

=3 7 Save Draft | [E)Submit
Supporting Documents (2]

& Clear | @ remove

I [ )

10. Read and tick the acknowledgments.

Then either:

11. Click Save Draft if application needs to be
reviewed internally before being submitted to

the Commission.

12. Click Submit.

Form PO1-Signature

=3 # Seve Draft | [ Submit
Signature (]

I declare tht, to the best 5 g andcorrect.l a o for the collection, use and
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How to apply for a matter to be referred to the Stood Over list
A party may apply for a matter to be referred to the Stood Over list:

e On particular application forms

e In their reply

e Through a message to the Commission.

A [ NewavplcatioForm = = Files  [F24 Diary (® Logout

Form M12-Damages assessment

¥z Save Draft | [ Submit

Claim for Damages

Has the claimant served a claim for damages on the insurer®

® Yes O No O Not applicable-claim not against an insurer

Best Endeavours/Time Limits

Have the parties used their best endeavours to settle the claim before referring it for assessment as required by section 7.32(3) of the Motor Accident Injuries Act
20177

® ves O No

Please provide details

Assessment Details

Do you believe the claim is suitable for assessment?”

® Yes O No

Is the claim ready for assessment?*

O Yes @ No

Please provide details

Do you apply for the matter to be referred to the Stood Over List?* Please select one of the following reasons®

® Yes O No

Pathway Portal Insurer User Guide



What happens next?

If the dispute is referred to Stood Over list:
e You will receive an email notification that there is an outcome document in the Portal for this dispute

e The dispute Status will reflect the status of Stood Over list and the Stood Over Expiry Date will
display

e The outcome document (Stood Over Certificate) will be listed in Recent Activities

e The outcome document (Stood Over Certificate) can be downloaded/viewed from Documents section
of Matter Details.

w D How ApplicationForm = [ Files E Dlary (=

= Matter Details [ O e -

Appaication Forms ()

Regly Requoits )

oty Wesod v GIIIE - MA

Holiy Wood v Rl - Ak

Status changes to Stood
over list... after the
Commission process
stood over request
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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 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 would:

1. Select Barrister/ Counsel
2. Click Save

3. The barrister then emails
MASupport@pi.nsw.gov.au asking for their
email address be registered for barrister
access.

‘ Page

Pathway Portal
> Fies [ viary

& Welcome,

C 2

A [) New AppicationForm -

& User Profile Bsave

O Individual

Contact Details

Email

benbarrister@yopmai.com

Verified Multi-Factor Authentication Mobile Number

0402105590

How to assign a Barrister

Instruction

Assign a Barrister

To give a barrister visibility of a dispute:

1. Inthe Matter Details, click Assign Barrister.

a

> ries (2 oy

DatoFled  Application Typo
032023

............

Apptcant xdet Bashar

2. Select the Barrister from the drop-down
menu.

3. Click Save.

To change the barrister:

1. Repeat above steps and select the new
Barrister name.

To remove batrrister:

2. Select the blank line at the top of Barrister
drop down menu.

- B
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What does the Barrister see?

After a Barrister logs into Pathway Portal they will see the assigned disputes in the Files page

Perscman injury
Commisson

# a“"“""

= Matter Summary
Recent Activities @ ~
Ben Barrister @ ~
Mattar Kirmbar Matzer Mama
‘Al Beshan v Wi nGurer

Adal Beshal v imyirurer

Aol Besha v myinurer

Temporary Applications@ ~
Ben Barrister @ =

Unassigned Reply Requests @ ~

ApoScation Number

Pathway Portal
beation/Form ~ B Files Diary

AR

Detsits
[ [

IS court order
= i

ICE Sontedt Maotir Acciddont Raply

& Welcoms, Ben Barrister

[® Logout

Apgiication Type Applicant Resporders Date Roguestad Date Reply Dus
My Reply Requests @ ~
Ben Barrister @ ~
Active Files@ ~
Ben Barrister @ ~
MISUE312-1 Adel Beshal v UAT_QBE
Duwte Filed Application Type Insun/Crapute Type. Haxt Allccation Tyge Allecation Date Allscation Time Allocation Duration
A0A202 Form W2 - Damagws sasasiment Durmages
The Barrister:
v' Can see the matter details
v' Can view documents
X Cannot send messages
0.
oot el Pathway Portal
a“ D New Application/Form~ [~ Files @ Diary (® Logout
= Matter Details
Application Forms €
ote Pl Aoplston Nurber T FildoyName - st
aiosznes sz Motr Accden Renly Loltowt R o
M151/23-12-1 Adel Beshai v UAT_QBE
Date Filed Application Type Issue/Dispute Type Status Next Allocation Application Owner
Parties @
Party Role Party Name Party Type Party Contact Representative
oottt Aot boa p— p— [V ——
Messages @)
e e == e

‘There are no open message threads. Click View All Messages to view closed message threads.

Allocations @)

AllocationType  Dispute/lssue/Injury/Treatment Venue Location Date and Time Duration  Mode of Allocation  Attendees Service Provider  Language
o 8/03/20231000AM  1hour  Teleconference  Adel Beshai (Claimant), UAT QBE (insurer / Scheme Agent)  Cassidy, Belinda

Documents €3

Document Date Author Document Category and Type Related To

800312023 Portal Electronic Application Form-Sealed Form Mi2-Damages assessment MI51/23.12.1, Sender: Portal-Recipient:

80312023 Portal Electronic Application Form-Sealed Motor Accident Reply MI51/23.121, Sendor: Portal-Recipient:

s032023 Central Court Application-Court rder MI51/23.12.1,08/03/2023: Form M12-Damages assessment

amra0z2 AmiVillalobos Reply-Index
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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 and their
delegates.

‘ Page

= Matter Summary

Recent Activities @ ~

Temporary Applications @ ~
Unassigned Reply Requests @ ~

My Reply Requests @ ~
Kitty Kat @ +

Klaus Hargreaves @ ~

Active Files@®@ ~
Benjamin Button @ ~

Frieda Brick @ ~

Pathway Portal & Welcome, Isa Innes

ol o

) o

| lan Ingram @ ~

IslaInnes @~

»  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.

’ﬁ" o

& Reassign Primary Contact

Mators ssignod o an ngram
i woud nly shows maters

Pathway Portal & Welcome, Isla Innes:
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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

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

3. Click Save

»  All Matters will now be reassigned to
the selected person.

A

& Reassign Primary Contact

=, Pathway Portal

oy Pathway Portal

A ) Now ApplcatonsForm ~

& Reassign Primary Contact

Matters assigned o lan Ingram
This would only shows maters for the usor s the prmary contact.

MaterNomber Mater Name

wesza

wezzrzs

wesaza

wessiza

To Reassign some

1 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.

2 Click Save

» The selected Matters will now be
reassigned to the person
selected.

& Reassign Primary Contact
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How to Manage Primary and Secondary Contacts

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

Instruction

1. Click on the Files tab.

2. Click on the blue Matter Number

link.

‘ Page

. Sy——

Tt Commanon

Pathway Portal
A [ newappiicatonForm~ = Fites [ Diery
= Matter Summary

Recent Activities@ ~

Temporary Applications @ ~
lan Ingram @ ~
Leo Leopard @ ~

Unassigned Reply Requests @ ~

My Reply Requests @ ~
Kitty Kat @ ~

Jre——

& Welcome, Isla Innes

[C JP

DutaResty Do

» Matter Details page displays

3. Go to Parties section and Click on

Maintain Contacts

"‘&" g

e i Pathway Portal
£ iery

s

= Matter Details

= Fites

& Welcome, ista Innes

([ Logout

Nathan 000 Clamnt omnzzzan

[T ————
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étm iy Pathway Portal & Welcor

» Maintain Contacts page displays bl L
with current contacts. & Maintain Contacts for M162/23 -Nathan Doe v Umbrella Insurance

Contacts

) ow Aoteatonrom -

Te would alow to mintan the matter 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

If you need to add a Secondary Contact:

(® Logout

1. Click Add Contact

& Maintain Contacts for M162/23 -Nathan Doe v Umbrella Insurance

Contacts

2. In the Secondary Contact section, MBS
select name from the New —— D <) (i
Contact drop down list

tocts.

3. Click Save
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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

Welcome, Isla Innes}

i& e Pathway Portal
A [ NewaosiicatonForm~ B Fies ] Diary

= Matter Summary

Recent Activities @ ~ wa e

Temporary Applications @ ~
lan Ingram @ ~

e DutaCrosted

o202

aou20es
wnazs
Leo Leopard @ ~

» 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.

7o deactivate user:

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

o Pathway Portal
£ Fies [ Diary

& Welcome, Isla Innes

A [} New Aoplcatonsrorm - O omt

& User Profile
Multi-Factor Authentication

Verified Mult-Factor Authentication Mobile Number

0402105590

Umbrella Insurance Sydney

Postal or DX Address. Stroot Addross

101A Bathurst Straet SYONEY NSW 2000 101A Bathurst Streat SYONEY NSW 2000

7o add a new user:

1. Click Add Contact

Pathway Portal

& Welcome, Isla Innes

A [ ewsovtostonrom= B rioe £ vy ® ogot

& User Profile
Multi-Factor Authentication

Verified Mult-Factor Authentication Mobile Number

0402105590

Umbrella Insurance Sydney

Postal or DX Address. Stroot Addross
101A Bathurst Straet SYONEY NSW 2000 101A Bathurst Streat SYONEY NSW 2000

Name Email Prone UserType Super Usar sus Conact
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2. Fillin 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.

Pathway Portal

A [ novhrotcstonrom= B rios (8] iy

&+ Add New Contact

rrrrr

Emait

Phone:

& Welcome, Isla Innes

(@ Logout
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Super Users, Delegates and Contacts

Types of user access

Type of user

How to become this type of user

‘ What user can see/do

Primary contact for
a matter

Be registered as an Insurer User on
Pathway Portal

Lodge the application or...

One party advises Commission who
the Insurer Primary Contact is

e See that matter details and
documents

e Receive email notifications for
the matter

e Send messages

Secondary contact
for a matter

Be registered as am Insurer User on
Pathway Portal, then...

Insurer Primary Contact advises the
Commission of secondary contact on a
matter

If filters Active Files for Matters I'm
linked to can:
e See that matter details,
documents and messages
e Send messages for that matter

e (Can see and act on all matters

Super user e  Beregistered on Pathway Portal as an
Insurer User e Can add/remove other Super
e Another super user can add /remove Users (can’t remove self)
you as a Super User e Assign any reply request to
other Insurer Users
e Add a Delegate
e Do NOT receive email
notifications
e  Reassign matters
e Manage contacts for the matter
e Can add a new contact
Delegate e Asuper user can make an Delegate can:

administrative assistant (non-Insurer
User contact) a delegate

e See all the organisation’s
matters, documents and
messages

e Reassign matters to existing
contacts

e Manage contacts for the matter

Delegate can NOT:

e Be added as a Primary contact
or Secondary contact on a
matter

e Delegate to another user

e Add/remove super users

e Add anew contact

e Receive email notifications (they

go to primary contact)

Pathway Portal Insurer User Guide

65



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 to be 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 Klaus Hargreaves is the Party Contact for the Insurer (Umbrella Insurance) and neither the
Insurer or claimant are legally represented:

Dersonal nlury Pathway pDrtal & Welcome, Klaus Hargreaves

[= Matter Details
Application Forms (B
Ay Application Type Filed By Name Status
[ Farm M51 -Medical assessment Max Rice Open
21/04/2023 [ Farm M62 -General Assessmant Max Rice Claimant Qpen
1189/23-51-1 Max Rice v Umbrella Insurance 8 New Message
DateFiled  Application Type Issue/Dispute Type Status Next Allocation Application Owner
5/04/2023  Form MSi-Medical assezsment Degree of permanent impairmant Ninguic. Vera
Dismiss medical a ent application siting decision Ninguic. Vera
Late acditional documentation siting decision Ninuic. Vera
1M129/23-62-1 Max Rice v Umbrella Insurance [ V—
DateFiled  Application Type Issue/Dispute Type Status Stood Over  Next Allocation Application Owner
Expiry Date
21042023 Form MB2-General Assessment Damages Assessment @ Stood over list-medical dispute not yet finalised 2111072023 Barake, Ehab
Stood over list Closed Barake, Ehab
Parties () & Assign Barrister
Party Role Party Name Party Type Party Contact Representative
I Respondent Umbralla Insurance Insurer f Schame Agant Hargraaves, Klaus {) I
Applicant Max Rice Claimant 0422222222
Messages /() View All Messages
Applicatio tegon) Subject Sender Date/Time Sent
Thers are no open messags thraads. Click View All Massages to view closed message thraads
Documents ()
DocumentDate  Author Document Category and Type File Name Relsted To
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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

mﬁ sz~ Pathway Portal & Wolcome, Sam Sabat

Files

= Matter Summary
Recent Activities @ ¥ S s x m

Sam Sabat @ -

Active Files @ ¥

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

Active Files @ ~

Sam Sabat @ ~
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Super Users

How to add/remove Super Users

Instruction

Add/Remove a Super User
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.

‘ Page

'@’ e Pathway Portal & Welcome, Klaus Horgreaves
A [ vowaspticatonForm- £ Fies [ Diay (b Logout

& User Profile

+ Atharicaton Mot Narier

[r—

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

e Add a Delegate.

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 usersin the drop-down menu.

e Click Refresh.

Personal injury
Commission

Pathway Portal
B Files m Diary

New Application/Form =

= Matter Summary

& Welcome, Isla Innes

(® Logout

Recent Activities® ~ an ngram x » "
lan Ingram B ~ o
Matter Number Matter Name + lan ingram
Umbralla Insurance v Jaff Hanna [ 1 Innes
123123 Umbrelta Insurance v Jeft Hanna [ Waue W
TR o Super Users can filter Click Refresh to

Temporary Applications @ ¥
lan Ingram @ ~

Mattar Number Date Grested Application Type
30222-000249 22/02/2023 Mator Accident Reply
Islalnnes @ ~
Matter Numbar Date Croated Application Typs
20/03/2023
230321000334 [ 21032023 Form MO1.Medicol assessmant

Klaus Hargreaves @ ~
Leo Leopard @ ~
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How to add/remove Delegate for a Super User

A Super User can make an administrative assistant a Delegate.

A delegate should only be a user that will never be named as a primary or secondary contact on a matter —as

their email address will have a delegate user access only.

Instruction ‘ Page

Add/Remove Delegate for a Super

User

To add a Super User delegate, the super user will:

e Click the Welcome, name in the top right
corner

e  C(Click Edit Delegates.

ﬁ” Conemasion

Pathway Portal

o= B Plen () Oy

Edit Delegates

e (Click +Add
e Populate delegate details

e C(Click Save.

The delegate will get an email invitation to register
as delegate user in Pathway Portal.

To remove a delegate

e Select the delegate line by clicking at the
beginning of the line (far Left)

e Click X Remove

e C(Click Save.

@«

Edit Delegates

Name.

[ New Apptcationor

Pathway Portal
£ Fies £ piary

e

Emal

Delia Delegate@yopmailcom

Mobile

011222333

& Welcome, Klaus Hargreaves

(@ Logout

[#Ada| % remore I
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Delegate Super User

Instruction

What can the super user delegate
do?

The delegate can:

v' See all the firms matters, documents
and messages

v' See the diary for each Insurer user in
the organisation

v" Can do everything on matters,
including sending messages

v Assign unassighed reply requests

v Draft and submit applications and
replies

v/ Reassign matters to existing contacts

v' Manage contacts for the matter

Delegate can’t:

e Delegate to another user

e Add/remove super users

e Receive email notifications (they go
to primary contact)

e Be the Primary contact or a
Secondary contact on a matter

e Add a new contact

Note: When drafting an Application or Reply,
the Delegate needs to record the name of the
person who will be the Primary contact in the
Insurer contact name field.

The named Insurer contact can then review
and submit the Application or Reply, or the
Delegate can submit it on their behalf.

‘ Page

Pathway Portal
8 ey

D —

Delegated Access

oo e wosio
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Appendix A - Document requirements

Document requirements to submit with the application are:

Document type

Merit Review

‘ Requirements

If the amount of weekly compensation or statutory benefits is in the
dispute, you must indicate a schedule of earnings in the approved form.

Damages assessment

If the amount of damages is in dispute, you must include in the
application a schedule of damages containing full particulars of the
amount claimed.

Surveillance recordings in

medical assessment proceedings

If you are including a surveillance recording under rule 109 of the
Personal Injury Commission Rules 2021, you must demonstrate that
exceptional circumstances exist to allow this to be referred to a medical
assessor and you must comply with rule 109 (2A).

Note: The document should be a single paginated, indexed bundle and must not exceed 500 pages.

What is the maximum document size?

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

.avi

.CSV

.dicm

.doc

.docx

.eml

.gif

JPeg

Jpg

.mkv
.mov

.mp3

.mp4 .pptx .wma
.mpg rtf .wmv
.msg tif Xls
.pdf Liff Xlsx
.png txt

.ppt .wav

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

Contact the Commission and follow advice.

Pathway Portal Insurer User Guide




Appendix B - Glossary of Terms

Term

Case Owner

‘ Definition

The person responsible at the Commission for managing the
case.

Multi Factor Authentication (MFA)

When logging into 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 Claimant but a different accident date or a different
Claimant 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 Pathway Portal The applicant gets an email that temporary
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 Major changes Approved by

1.0 6 June 2023 Jacqueline Mead Initial version Sophie Jones — Pathway
Product Owner

11 1 August 2023 Pamela Allen e Updated Filter Active Files section Tina Kavadas — Pathway

e Added Print Message Thread button Project Manager

e Added Venue address to Allocations section of Matter Summary

1.2 1 Sept 2023 Pamela Allen e Updated Matter Details screen shots: Service Provider now called
Decision Maker
1.3 16 January 2024 Oksana Eremina e Added new functions: How to reassign Matter to someone else, add a Tina Kavadas — Pathway
new contact and manage contacts Project Manager
14 6 September 2024 | Nathan Johnson e Updated login procedure Melissa Golfes — Product
Owner
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November 2024 Leo Lopez Added reference to Rule 67
Lodge a Legal Representation / Agent Change
Submissions and other Correspondence
Lodge an additional document after initiating application or reply
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