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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:

Get started

Navigation

Lodge an application in Pathway Portal

Resubmit a rejected application

Complete a reply request

Review a received reply

Send and receive messages

View allocation details

View outcome documents

Explain how to lodge a review and further application

Assign a barrister

Describe different levels of user access

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

Submissions and other Correspondence

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 |f 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.

e The weblink is found on the Personal
Injury Commission website and in the
first step below.

1. Click the following link:
https://pathwayportal.pi.nsw.gov.au

2. Click Register.

)
KRRl .
_,"z'n;'é'{m.ﬁmm Person_al _I njury
New South Wales ~Commission

Welcome to Pathway Portal

Login to the L Injury y Portal

Email Address
Password

]

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

= are responsible for any activity conducted under your username (email address):

= will avaid any activity that may campromise the security and stability of the
platform, its supporting technology and data cantained within:

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

= acknowladge that the platform may not be available at all times or at any particular

time;
sl aigy™i<<inn maw immarliately s1isnand nr tarminate e

o Reset Password 4 Login

Register your email address

3. Follow the prompts to register your
email address.

4. Tick to agree to the terms and
conditions.

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

6. Click Register.

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

3 "aq P

i aem e Personal Injury

New outh Wales Commission

Registration

Email Address
- Saima.Norris@yopmail.com

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

+ are respansible for any activity conducted under your username (email address);

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

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

«» acknawledge that the platform may nat be available at all times or at any particular

time;
thatibal " " sacaadoct

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

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

7. Click the Link in the email.

Persanal Injury Commission - Portal Registration Completion
€ Reoly | & Replyal | 3 Foord | | |-
Wed 81372023 1000 A8

the sender and know

|:h. content i safe.]

Thank you

Altematively, copy and paste the link inta a web browser.

I the ink i 0 minutes you o st i e WCC portal.

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

This is an automated email. Please do not reply.

is dc il information. Any views
expressed are those of the individual sender and are not necessarily the views of the Persanal Injury Commission. If you are not the
intended recipient, please delete it and notify the Commission on 1800 742 679,

Update Mobile Number

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

‘gnfé?;.lmm;m@ 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

&
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Instruction Page

Create new Password

10. Enter Password and Confirm
Password.

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

12. Click Register.

Personal Injury
Commission

New South Wales

Password Required
Email Addrass
& | saima.Nerris@yopmail.com

Please note that the password must be at least 8 characters, contain at least one number,
aoc svmbol and yoper and lower case chargoter:

Password
& e
Confirm Password
‘ —
™~
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.

5@? sz Pathway Portal & Welcome,
A [ NewapplcationForm = = Fies [ Diary (@ Logout
& User Profile

T Other Tt
Datoot Bitn

( &

Gender o

O Male O Female © Ot

Populate User Profile (bottom of

page)

15. Populate User Profile (bottom of
page).

16. Click Save.

Mobile Phone
0411222333 O Iconsent

Email
Saima.Norris@yopmail.com

DX Address

Suburb state Postcode
NEWTOWN NSW. 2042
Country
O International I Address Australia v

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

i N8

DT Ly

New South Wales

Personal Injury
Commission

Welcome to Pathwaw Bartal

3 = Personal Injury
New Ssath Waks  Commission

[T ———

* B AERPONSIRG 191 Y ATIEY (ORDUCT] e
o i E LI T P COTETESE I SECU

5 SUppOning ek 4
=Ty

B s
T 1 I O B s TR,
asterm rugy ot B SvalES 3 a1 G o 3 8Ny parE U

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

7. Click Submit.

Personal Injury
Commission

New South Wales

Multi-Factor Authentication Code Verification

® Send Code via SMS 1o registered Mobile O Send Code via Email to registered Email
Humber 04XX XXX 222 maxrice@yopmail. com

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

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 User Profile displays your

to lodge new applications or current contact details with

forms the Commission
1 / o -

| /

sty Pathway Portal & Welcome, Saima Norris

I A D New Application/Form~ = Files @ Diary
Home displays help  '——

text on welcome — £

Welcome o the Pe| Files displays all bivery platiorn] Di d lavs bosked | Logoutiwherr youirare
message ) P e ;
g ) fles displays all your iary displays booke finished using Pathway

You can use the pla| matters & disputes Bw the list of Fil allocations/appointments | those Matters, view Portal

a Diary of Allocation$ bove provides / )

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

The Files menu provides alist 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 Gommission. Contact the Commission to update your details.

Files page

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

@« D New Application/Form> | (7= Files ﬁ Diary

= Matter Summary

/" Temporary Applications are: | Lk e
+ saved drafts Saima Norris @ ~
* Pending applications
waiting to be registered by
the Commission

Click Refresh to update
section, to reflect
changes during this
session

Temporary Applications @ ¥ ORefrosh g

Saima Norris @ ~

152022 Form MO Medical assos:

S =8 o ez aomanze
[ Unassigned Reply Requests are |

reply requests from the " Unassigned Reply Requests @ ~ .
Commission yet to be assigned p hy

: sati Matter number format is: \ima Norrss =
Inyeurorsanization woior  M249/22-01-1
v Thera are no ned roply reauests
My Reply Requests are your |
assigned Reply Requests My Reply Requests @ ~ || M= Motor R This is 15t
" . Saima Norris @ ~ Accident : application
(" \ - of this type
Active Files are active disputes L ACS“VE F;:ES v S = on this |
5 g aima Nops” — r ]
you are associated with < matter |/
\ /22,011 QBE-MA v Karen Stu = =
= Dat Application Type Next Allacation Type Allocation Date Allocation Time Ailocation Duration
eoonces Form ot i
— Closed Files® ~
Closed Files display for 30 days Saima Norris @ ~
| MBBO/22 311 g ARV WA
e Ao pem— N Nidcvin Aaocsioae NocatonTiee prs——
iz [eo——— R i - sacorm ¥
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Filter Active Files

If you have a high volume of Active Files, to search

e use Ctrl+F
e or use Advanced button.

Instruction Screen

Use Ctri+F
® ..

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

a

Recent Activities @ ~
Islalnnes @ ~

Islalnnes @ ~

While on the Files page:

1. Hold down the Ctrl key and
press the F key on your ‘
keyboard simultaneously. B

reply requests

Islalnnes @ ~

» A search box displays.

Active Files@ ~
Islalnnes @ ~

D New Application/Form ~

= Matter Summary

Temporary Applications @ ~
Unassigned Reply Requests @ v
Application Typo

My Reply Requests @ ¥

M153/23121 Gino Lilli v Umbrella Insurance

for specific matters you can either:

& WETEoTe, Isla Innes

Pathway Portal
B Files ﬁ Diary

Assign To

Isla Innes ~

Applicant Respondent Date Requested Date Reply Due

Dato Filed Application Type

9/03/2023

Form Mi2-Damages assessment

Issua/Dispute  Next Allocation Type
Type

Allocation Date Allocation Time Allocation Duration

Damages

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

System jumps to first

occurrence of what you’re

searching for (if found on

the page):

» The occurrence jumped
to, is highlighted orange

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

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

»

Party name example

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

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

Click down arrow to
jump to next
occurrence (if

2" number is how
many times text
was found on page

All occurrences on
the page are

Pathway Portal Insurer User Guide
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Instruction Screen

Islalnnes @ ~

Matter number example o
Active Files@ ~ Advanced ~
> In this example, we typed Ista Innes @ ~

M153/23-12-1 Gino Lilliv Umbrella Insurance

part of the matter number, ie e P e e s sy Mo e e

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

18/07/2023 Form M1 -Medical assessment Degree of
permanent
impairment

269,

Date Filed Application Type Issue/Dispute  Next Allocation Type Allocation Date Allocation Time ‘Allocation Duration
Typo

18/07/2023 Form M1 -Medical assessment Degreeof
permanent
impairment

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

Date Filed Application Type Issue/Dispute  Next Allocation Type Allocation Date. Allocation Time ‘Allocation Duration
Type

1910772023 Form MOI-Medical assessment Degreeof
permanent
impairment

Use Advanced button

Active Files®@ ~

Criteria

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

© My Matters O Matters I'mlinked to [ Logally Representedy__@ Not Logally Represented ] )

Allocation Date To
To filter Active Files: ] Matters I'm linked to You can filter list based
displays matters where on whether you have a
1. Click Advanced. Islalnnes @ ~|  you are a secondary legal representative or
M153/23-12-1 Gino Lilli v Ur

2 X Ty pe searc h text: DateFiled Application Type. lssue/Dispute  Next Allocation Type Alloation Date: Allocation Time Allocation Duration

Type

9/03/2023 Form M12-Damages assessment Damages
m

» For Application Number, | 7T e .
you must type the M 1268/23-01-1 Rita Reggio v Umbralla Insurance

Date Filed Application Type Issue/Dispute  Next Allocation Type Allocation Date Allocation Time Allocation Duration
L =
application number, eg

m269/23-01-1
» For Party Name, you type

as:

e Firstname (or part of
the firstname)

e Lastname (or part of
the lastname)

e Lastname, Firstname
(ie Smith, Tom not
Tom Smith).

3. Click Refresh.

» The files that match your -

Islalnnes @ ~

criteria display. e =

Date Filed Application Type Issue/Dispute  Next Allocation Type Allocation Date Allocation Time Allocation Duration
Tywe

18/07/2023 Form MO1-Medical assessment Degree of
permanent

impairment

Pathway Portal Insurer User Guide R



Instruction

No files listed after Advanced

search

If nothing matched your search
criteria, the Active Files displays

as O.

To see all your Active Files:
1. Click Advanced.

2. Delete the criteria you
entered.

3. Click Refresh.

Screen

Active Files®@ ~
Islainnes @ ~

Matter Details

When you click on a blue

Details display.

Diary

= Matter Details

matter number link anywhere in the Files page the Matter

Application Forms )

Dete Fled Application Number
1900772023 m270/23.01
19/07/2023 M270/23.011
7082023 m270/23.12.

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

Application Type

Form MO1-Medical assessment

A Motor Accident Reply

Form M12-Damags

Filed By Neme

sally Smith

Filed By Type.
Claimant Legal Representative

Insurer/Scheme Agent

Claimant Legal Repr

Click New Form to
lodge a new
application for this

Click New Message
to create a new
message thread for

Click Assign
Barrister to give a
Barrister visibility of

DateFiled  Application Type. Issue/Dispute Type Stotus Next Alocation
19/07/2023  Form MO -Medical assassment t Dogree of permanent impairment Awaitng allocation

M270/2312-1 Adi Allen
DatoFiled  Application Type. fssuo/Disputo Typo Stotus Noxt Alocation Application Ownor
7/08/2023  Form Mi2-Damages assessment Damages assessment ¢ Closed Kerunovski ulie

Parties @
Party Role Party Name Party Type Party Contact Representative
Respondent Umbrella nsurance Insurer / Scheme Agent nnes.Ita (0400000100}
Applicant Adi Allen Claimant 0400000100 Liberty Lawyers (Sally Smith, 0411999999)
Messages @
Application Catogory Subject endor Date/Time Sent
Click View All

Documents @

DocumentDate  Author Document Catogory and Type Filo Name Related To

30082023 PIC (Mombor, Minds)  Outcoma- Claims -Report -AC PG TC- final mgupl2-x9Gpsuzsatduthp_osalzfafsiftpdt M270123.12-1,25/08/2023: Toloconference

10/07/2023 PIC Sullvan, Sam)  Outcoma-07. Madical Assossmant cortficato and raasons-Physical T| & WPI- 2017 7b_51502. albmic-uaisrcrit-5b658bi26 pdf M270123.011,19/07/2023: Modical xamination
19/07/2023 Portal 230719-000526.pdf M270/23.0141, Sender: Portal-Recipient:

19/07/2023 Portal Motor 230719-000527pcl M270/23.011, Sonder: Portal-Recipien

19/07/2023 Sally Smith Aoplication-Medicaldispute-bundle Dummy Medical Dispute Bundle () (5)0df M270/23.011,19/07/2023: Form MOI-Medical assessment
19/07/2023 Isialnos Roply-Modical disputo-bundio Dummy Madical Dispute Bundle () (5)pdf M270/23.011,19/07/2023: Motor Accident Reply

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

Pathway Portal Insurer User Guide
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New Application/Form ~

i= Weekly Diary-List

Start Date* User Name

2vo2zozs | S

Click any \ﬂ

Next Week ©

to sort by j Matter Number Matter Name Allocation Type Attendees Venue Name Location  Mode of Allocation Time Duration
M120/23 Sheryl Panv mylnsure  Medical examination  Sheryl Pan (Claimant), mylnsure (Insurer / Scheme Agent) Huffman Sydney Clinic ~ SYDNEY  Venue 400PM  1hour
Click 7
link
to download, then

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

& AN &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:

Notice to parties

Claim Details = Continue to provide one single,
. . . . indexed and paginated

Claimant Details and Legal Representative details document with application

Insurer Details and Legal Representative details
Supporting Documents (help text varies per applical ¢ Temporary application is a new
Certification and Signature. Coreept

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 14



What application forms can be submitted?

Forms and schemes

e Forms MO1 - 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
MO1 Medical assessment 2017
MO2 Review of a medical assessment 2017
MO3 Further medical assessment 2017
M1 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

PO6 Notice of Discontinuance

Pathway Portal Insurer User Guide




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

@ emeioo Pathway Portal & Welcome, Grace Gilbert

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

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

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.

Pathway Portal Insurer User Guide 16



Instruction

Motor Accident Application - Claim

Details

5. Complete the details as follows:

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

Note: The Date of Accident determines
the Scheme and the application forms
available for selection.

Claimant Date of Birth - Type in
the date or select the date from

the calendar.

Claimant Surname - Type in the
last name of the Claimant.

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

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

Enter the claim number - Type in
the claim number.

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

& Welcome, Leo Leopard

(C JP

Matching the claim number to the Universal Claims Database

The claim number is checked against the Universal Claims Database (UCD) and
confirms if it is a valid claim number, it will show The claim has been found in

green.

If the Claim has not been found, it will display in red. You should check the Claim
number again and make sure that it is correct.
If the Claim has still not been found, contact the Personal Injury Commission on

1800 742 679 for assistance.

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.

Form M3} Morit reviaw.

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.

Pathway Portal Insurer User Guide
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Instruction

Claimant Details

1. 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.

e 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.

e 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

Fo

rm MOT1-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.

e Individual has a disability -
Select if applicable and add notes.

e Claimant has a Legal
Representative - Select if
applicable.
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Instruction

Claimant Legal Representative

Details

13. Complete the details as follows:

Firm or Organisation - Populate
the legal firm details.
Correspondence and documents
to be sent to or served at address
of representative - Select if
applicable.

DX Address - Select if applicable.
Postal Address - Select if the
same as the Postal address.

O DX Address
Postal Address'
100 Haris Street

Suburb*
HARRIS PARK

State
NSW

Postcode
2150

14.

Contact Surname - Type in the
name of the claimant’s lawyer, if
known.

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

Contact Teleconference Number
- Type in the contact number.
Contact Phone - Type in any
other contact numbers.

Email - Populate as required.
Reference Number - Populate as
required.

Click Next.

The Insurer Details page displays.

Gontact Teleconference Number

(02) 81223333

Refere
BH1234)

Form MOT- Insurer Details

15. These details will auto populate

because the Insurer was selected on
the first page.

Form MOT1-Insurer Details

PLEASE NOTE: f thers

o

t it
Insurer Details o
e, s anda etats eon.

B
Sydney.

Claim Number
360006562301

DX Address.

Postal Address

101A Bathurst Street

Suburb

Postcode

| svoney

| st | [0

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.

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

e Add in the 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

cccccccccccc
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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 81

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.

Describe location and type of injury (e.8. left leg)"

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

Plsase upload

PLEASE NOTE THE FOLLOWING:

ypes (e.g. Bifth

form. The approved

. you under rule 109 ofthe Personal Injury Commission Rules
2021, ule 108(2A).

5

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:

Medical reviews and appeals

Merit reviews and merit review panels
Settlement approvals

Presidential appeals

Expedited assessments

Certain work injury damages disputes

= t o
be Ada
a« D New Application/Form ~  [EEROEHIEN

& Welcome, Test Lawyer

tal number of pages (1484) in the submitted Supporting
ceeds 500 pages. This may resultin your application

tional Documents should be lodged i accordance.

Form MOT1-Suppor
=13

Form MO1-Supporting Documents
fr Save Draft. | [B)Submit

The total

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.
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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.

27. Click Next.

The Service and Consent page
displays.

jiew | A Clear | @ Remove

& Upload

Lodge Additional Documents

Lodge additior

@ Previous #z Save Draft | (B Submit Next ©

Lodge Additional Documents

28. Provide answers to the Service and
Consent 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.

Form MO1-Application to Lodge Additional Documents
Servluundcam'm (2]

nent, then please include the sarliest dates

possession or control of the Addifional Documents'

Have the Addition}l Documents been served on each party to

Rules 20217°

for Additional D tsrelate to medical
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Instruction

Form MOT1 - Certification and

Signature

You can now either Save Draft - see

Save Draft below or Submit if the

application is good to go see Submit

below.

Save Draft

33. You can Save Draft so that the

application can be reviewed before it

is signed and submitted.

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

Click the PDF icon to view the
draft.

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

‘Page

Form MOT1-Certification and Signature

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

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

Form MO1-Notice to Parties

Partios

mmmmm

mmmmmmmmm

nnnnnnnnn

relating to an
74702) of the

Submit

34. Confirm your declaration, signature

and date and click Submit.

Form MOT1-Certification and Signature

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 ‘ Page

Form MOT - Medical Assessment

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

%: il Pathway Portal & Welcome. Grace Gilbert

Temporary Applications
Temporary Applications @ ~
Grace Gilbert @ ~

36. Go to Files and Temporary T ——— =
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.

Pathway Portal Insurer User Guide >7



Temporary Applications

N D New ApplicationForm = | [ Fiss m Déary

= Matter Summary

Recent Activities B = . m
Lola Level 8 =
Temporary Applications @ ~ m
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

Notification of rejected temporary
application

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

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

‘Page

& Welcome, Lola Level

&= Matter Summary
Recent Activities @ ~ N o
Lola Level @ ¥

Temporary Applications @ ~
Lola Level @

To resubmit rejected application:

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

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

5 © tg S
P11 Comase - AT <ospicsi@sbecomas > ety [ & eyt [ > bt | [ 8

To O MaxRice F19/05/200 15 A
eaurion ]

Temporary Application rejected

he ndividual
i 1800742 679.

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

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

& Welcome, Benjamin Button

applcation accigent you terms and

are not under legal
A person under legal ncapacity includes:

+ a child under the age of 18 years, and

“an
« aperson the meaning of ang
. ofthe NSW Trustee
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Instruction

No v

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

Form MO1-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 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 apprq
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 amq
claimed

- surveillance recordings in medical assessment proceedings: if you are including a survellance recording, under rule 109 of the Personal Injury Commissia
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

(o onto an existing

Ay Save Draft Submit

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

A [ NewnoplicationForm~ £ Fes [ Diary (® Logout

Form MOT1-Certification and Signature

fr SaveDraft | [2) Submit

Certification and Signature

I dectare that.to the best of my knowledge.

Date Signed

n Signed 2200572023 | 2

aft | @ 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 @ ~ S Retresh
Benjamin Button @ ~

Pathway Portal Insurer User Guide
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Replies

How to complete a Reply - Respondent

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

@ @’@‘@ @

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 Displays in the Temporary Applications section

of Pathway Portal L Reply is a Temporary application

° Has a temporary number. until reviewed 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.

Pathway Portal Insurer User Guide
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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 click 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.

SW.gov.au

Pathway Portal Insurer User Guide
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How to Assign the Reply Request

Instruction

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

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

e Tick Assign box
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 @ ~

prr—— Aontcatontype

ﬁ" Pathway Portal & Welcome, Sally Smith

How to complete a Reply

Instruction

My Reply Requests are your assigned
Reply Requests

1. To respond to the reply request,
complete the following:

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

e When ready, click Complete
Reply
to reply from either the Matter
Summary page or the Matter
Details page.

» This will generate the Motor
Accident Application - Reply form
which you need to complete and
submit.

Note: Be mindful of the Date Reply Due

‘Page

= Matter Summary
Recent Activities @ ~
Sally Smith -

Temporary Applications @ ~
Sally Smith @ ~

Unassigned Reply Requests @ ~
Aepteanurter AostcstnTon
[ ——

My Reply Requests @ ~

Sally Smith @ ~

"
@" o od Pathway Portal & Welcome, Sally Smith
Flos Y Diary

R res—
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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.

ﬁiﬁ* e Pathway Portal
A [ newasolcatonFom- P ries [ Diary ([ Logout

& welcome, Max Rice

Motor Accident Application-Reply-Notice to Parties

Notice to Partios (=]

Terms and Conditiens of Use.

c 3 T E e

ather s
condrors

snt. Hafors you e, you 1esd o oqres to our tsrms ard

Legal Incapacity

o accidents when ogcued on or aer 1 Desamuer 2117, g Persans = t racs by = persen
under sgal ncapacty 1 you are makg an it s e, s ang wou
s ol 1 Saction 7 41421 ofthe Mtcr Injories Act 2017

Aperson wrder egal ncapacily icardes

Ty enl whch secured on o1 8T 1 D
PICIO te sppoiled e thei Apgonted Representate

The FIZ may witahald fram pubiieatian all ar part of a focision, ragardlass f whathar of 1ot ol (6uss! that e FIT Gaes 52, If I I 95irabla 10 00 6 bacEIgEaf tha
cantizsntalo ot tae infor tar an, an

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

Application Number Aoplication Type

[wesorzsora [ Form Wor-edica sssossment
Aoptant Respondent
[ ax s ] (umbroa nsurance

iy Py
= :

Dispute: Treatment and care reasonable and necessary

Dispute Type

Treatment and care reasonable and necessary v

Reply to the dispute”

See attached submission
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Instruction

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.

Page

Motor Accident Application -Reply -Insurer

[ poce - | Ay Sava Drat | [ Submit
Insurer Dotails (2]
PLEASE NOTE: I insuror invlved, scloct Add Additonal er .

Orgasataname
= o)

Branch Name

[ syaney = |

Claim Number

DX Address

e
[ora satrss swoot )

sy sue Pstcodo
[soner | [nsw | 2000 )

[
| [(cessressse ]

[wesmrose

p—
[

e —— ]

O Insurer hasa Legal Representative

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 Mal
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.

Motor Accident Application-Reply -Certification and Signature
=n

Certification and Signature

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

= Fites

me
Motor Accident Reply

A [ NewApplicationrForm -

The Form has b ved st 12-26:58 PM on Fridsy, 19 May 2023

s 230519000478

Please recore

e Matter Summary Page via the
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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 All ‘ —> Forward ‘ B

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
WWWw.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 Page

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 [ vowoptcatonrorm~ [ Fies [ viary

= Matter Details
o
‘Application Forms @)
i = Pt Feore
e pre—— = R
e Grepce e,

Egg

1149723011 Fran Freidl v Umbrolla Insurance

DueFied  ApplcatonType sueDipute Tipe s NextAlocaton Aoplcason Owner
8052025 Form open e Antre
Tieshold iy Opn g Antee

eyt uyann sy on [e— [r—
[— e e—— [ —

o rariad s ounzzs e ——

Hesozes@ ==
pr— cargs s s v
[ p e Jr—
PR ertn oo
RO — L —— kot Je—
brcmots @

S
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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 = — S ——
the Persona| |njury Commission' e__________________________________________________________________________4
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.
2. Type the Subject. Pl .

3. Select the Participants.

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

¢ 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.

Messages €

New badge
indicates a new
message in the

Application

M2000E23 641 Form M64 - Spec

MZD00B/23 641 Form MB4.Spect

M2000B23 641 Form 64

Category for incoming
messages will be:

(] For Action
(] For Noting
(] For Review

N/A Category indicates

Click blue subject link
to view and respond
to the message

uhread was initiated by /

Pathway Portal Insurer User Guide

DataTime Sent

962023 256 AM

80672023 252 Al

Click to toggle
between: View All
Messages - Which
includes closed
threads.

View Open

\Messages - which 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

Test Legal Firm-Corporation

Ben Jerry-Claimant

Message

8 Print Message Thread

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

Sent on Behalf Of Sender

Date/Time Sent

| Leo Lopez (Personal Injury Commission) | | LeoLopez

| | 2971072024 11:57:12 AM
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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 CIiCk @::ﬁ.’:’r** Pathway Portal & Welcome, Ista Innes
the blue subject link to view message - O o
thread. = Matter Details

1810772023 open
10772023 1 s open
1268/23-01-1 Rita Roggio v Umbrella Insurance =i s |
DataFiled  Application Typs. ssue/Disputs Type Status Next Allocaton ‘Application Owner
1072023 e Ambre

parties @

Porty Tyme partyContact Reprosentate
nsurer Schome Agent nnes,sa (0411999999)
Claimant 0400000100 Loty Lawyors (Sally Smith, 0411999999)
catogory Sondor DaterTime Sent

210872023 018 A

Unirll nsurance o702 352PM

2. Click the Print Message Thread L —

D Lo Pathway Portal & Welcome, Ista Innes

b u tt on. A [ Newavplcationform~ = ies {3 Diary (@ Logout

& Messages

Message Thread

Orginator

o Theead Closed

Umbrella insurance-nsurer / Scheme Agent

New Mossage

Mossage

& Upload

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

‘Senton Behalf 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 s Pt Pt by U s (SR —
entire message thread Is generated ﬁﬁu M268/23 - Rita Reggio v Umbrella Insurance
and can be found in your Downloads SR Parvonal inkory M268/23-01-1 - Form M01 - Medical assessment
folder.

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:

The legal representative for both parties or self-represented party

The decision maker

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

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

N Reply « I > F voe
PIC v11 Comcase - UAT <nswpicuat@sbcit.com.au>  Reply | © RepyAl orwerd | |
To OUmbrela nsurance Wed 9/08/2023 11:36 AM
] cloraics .
3KB
‘[CAUT\UN: Thi il ted ide of the 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

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, egifit’'sa
Teleconference the legal
representative may need to

Allocation type is the type of
appointment (eg
Teleconference, Medical

Dispute/Injury/Issue/
Treatment displays what
is to be assessed in
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Assess and Decide

Register
application

Lodge
application

Receive reply

]

e Seals the outcome document

e Sends the Legal Representative(s) and Unrepresented parties an email notification

Resolve &
close

Assess &
decide

Case
management

@Q?‘@ / %

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

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...

P & =5 Fory
PIC v11 Comease - UAT <nswpicuatisheit com aus 2 Realy | % Realy Al Farwerd ‘ L
To - bax Rics Individusl;  Relsert Tayler NSV Insurance (Insurer / Schenne Agent) Tue

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

5 Rk
o #IC 411 Cam Pty | % N
%o Oldatens

T

ing st

[caumen o You recogiss the sender and know the

content is safe.]

[CAUTION: This emsil originated from outside of the organisation. Do nat click links or open attachments unless yau recognise the
sender and know the content is safe.]

Dear Parties,

Claimant name: Max Rice
Application Number: M126/23-01-1

Insurer claim number: ry098

Alfred Pena has issued an interim decision of report in the above matter,
ou can view the decision in the Personal Injury Commission online portsl.

For privaey and security reasons, the Cammission does not include links in email communieations.

Yours sincerely,
Persanal Injury Commission

woww.pinsw.gov.au

This email inclucing 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,

Pathway Portal Insurer User Guide

Claimant name: Cris Aby
Application Number: M152/23-01-1
Insures claim number: Ca123
Insurer Representative Reference:

Claimant Representative Reference:

Decision available Cris Abu

The dedision of Sam Sullivan is now available en the Fersonal Injury Commission anline portal.

I you da not agres with the decision, there may be the nature of the

decisiaon and the dispute, Flease note: Time limits may apply.

Publication of decisions:

Certain € pubishe in section 58 of the Personal injury Commission ACt 2020, 1n excaptional

i dentified or redacted before publicati sl not published for seven days to allow a party Uma
o apply for de-identification: or radaction. Any request must be made in wriing W the Prasident Lo help@pi.nsw sov.au within 7 days §
the date the dec . Wher, darermining an application, the Commission will ennsider the issues cutlined in Rule 132 (4) of the

Personal Injury € jon Rules.

1 you have any questions, please contact the Commission on 1800 712 679,

Yours sincerely,

Parsunal 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

Pathway Portal Insurer User Guide
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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 Page

To lodge a review, complete the
following:

| & Matter Details

| Application Forms €

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.

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.

Pathway Portal Insurer User Guide 16



Claim Details
Motor Accident Application-Claim Details

4. Complete the Claim Details as = S
follows:

e Populate the Claim Details
e Select the Application Type

This example selects MO2 - Review of
medical assessment

e Tick relevant Matters in
Dispute

e Filed by Party - Select as
appropriate.

5. C||Ck Next. s P —

» The Claimant Details page displays.

How to lodge an application for a Review continued

Instruction ‘ Page

Claimant Details , ,
Form MO02-Claimant Details

Claimant Details.

6. Populate the Claimant Details page.

isting Party
Phan, Polly

7. When done click Next.

Selecting Existing Party and Existing . __ T
Representative auto-populates their =7
details which speeds up data entry

» The Insurer Details page displays.
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Insurer Details

8. Populate the Insurer Details page,

Note: This is essential, so that the

correct person is added as the Primary
contact for this matter.

9. Click Next.

including the Contact Name details.

Form MO2-Insurer Details
[ Insurer Details

PLEASE NOTE: f there is maore

Existing Porty
Umbrella Insurance (Hargreaves, Klaus)

on

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

(_

» The Form M0O2 - Panel Review of
single medical assessment page

displays if this is the application that
was selected.

resentative Details

Pathway Portal Insurer User Guide
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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.

1. Click Next.

» The Supporting Documents page
displays.

‘Page

Form MO2 -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

Supporting Documents 2]

PLEASE NOTE THE FOLLOWING:

fyou are lodging an appos vion, pease the selocted jpes (0.9, Bith

Tho aporoved

under ule: Rules.
I you must comply withrule 109(24)

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.

Pathway Portal Insurer User Guide
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Instruction Page

What happens after Submit?

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

Temporary Applications @ ~

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

& Welcome, Graco Gilbert

®

i

M114723.011 Poly Phan v Umbrela nsuranco

ot Accidens Rupy

Form MO2- R of o mecicl assessment

Benarmin utton

Benamin utton

,,,,,,,, Schme &

o Agont Logot Raprosantotivo opmn

..... Logol Representtie open

OntFid NoxtAlacation

FoM114/23-02-1 Umbrella nsurance v Polly Phan

DnoFied  AvpilcatonType Prmr— Sots Nt Allocation Applcation Owner
2002202 Open Mty Hoana
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Lodge an application for a Further Assessment

How to lodge an Application for a Further Assessment

Instruction Page

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

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

| &= Matter Details

| Aoeinforms @

anananananananananan

tovz0s

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.

[ New Application/Form =~ = Fites ) Diary

Motor Accident Application-Notice to Parties

Motor Accident Application - Claim
Details

4. Complete the Claim Details as
follows:

e Application Type
e Matters in Dispute
e Filed by Party

This example selects MO3 - Further
medical assessment

5. Click Next.

» The Claimant Details page displays.

Motor Accident Application-Claim Details

Pathway Portal Insurer User Guide
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Instruction

Claimant Details

6. Populate the Claimant Details page.

‘Page

Form MO3-Claimant Details

Claimant Details

Datoof Birth'
7071997 | 08

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 MO3 - Further medical
assessment page displays if this is
the application that was selected.

Form MO3-Insurer Details

Insurer Details

PLEASE NOTE: f ther is more than one insurer involved, select ‘Add Additional Insurer” and add the additional insurer details on the next screen.

Exist

Orgar

Umbrella Insurance.
Branch Name*

Sydney

Pathway Portal Insurer User Guide
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Instruction
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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 |If 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.

1. Click Next.

» The Supporting Documents page
displays.

Form MO3-Further medical assessment

s this disputs bean relarred by & member of the Parsansl rjury Corission os Court?

Suberit

Yos #® No

[ Provious Docigion ]
Has th priviously 0asessed at the DR o the Parsansi Injury Comenission™

2010272023 Alfred Pona - Outcome.

Physical T1 & = 2017 -
Full o of Decision Makes af provious dosision

Alfrad Pona

Further Medical Assessment Details
Ao you aps sssment on tha groundls of

Additional relevant information about the injury ~

absout the inpary

mors nfo hare.

oy 23
—

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

‘Supporting Documents

Please upload the documents you wish to rely on as a paginated and indexed bundie
PLEASE NOTE THE FOLLOWING:

- Appointed representative: if you are lodging an appointed representative application, please upload supporting evidence of the selected incapacity types (e.g. Birtn
certificate, Guardianship Order or Financial Management Order)

= Merit review: if the amount of weskly compensation of statutory benefits is in gispute. you must include a schedule of samings in the approved form. The approved
Schedule of Eamings form is available here > Mofor 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 recordings in medical assessment proceedings: if you are including a surveillance recording, under rule 109 of the Personal Injury Commission Rul
2021, you must demonsirate that exceptional circumstances exist to allow this to be referred to a medical assessor and you must comply with rule 109(24)

Drag and drop one or more files here
e to upload one or more d t that Type)
or click the upload button to browse for a file,

& Upload

(or onto an existing Document

Lodge Additional Documents

O Lodge additional documents

Ar Save Draft | [E)Submit

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

or Save Draft

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

Date Signed
Application Signed | 17/11/2024 | £

Az Save Dratt sunmn

Pathway Portal Insurer User Guide
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What happens after the Further Assessment application has

been submitted?

Instruction Page

Temporary Applications @ ~
Grace Gilbert @ ~

The Further Assessment Temporary

Application displays with Status of e e
Pending until it is registered by the
Commission.

Once the application is registered it ActveFibe® = =2
displays within the Matter Details for the L 1
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 ‘ Page

To lodge Submissions or other
Correspondence: e

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

Pathway Portal Insurer User Guide 5



2. Click Upload or drag and drop the [ rononteatonran  ee i ey B e
documents onto the page. ‘Submission/Correspondence

Submission / Correspondence
oneor

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.

6. Submissions/Correspondence

Confirmation screen will appear, By B fHe
Whlch W|” ShOW the Temporary D Submission / Correspondence Confirmation
Document Number. | [ e
7. The document will now be visible Temeorery Bocuments 0.~ BT

under the 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
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To lodge an additional document:
From the Matter Details page

1. Click New Form and select the
required form.

2. Select New Form PO1 - Application
to Lodge Additional Documents.

A [ vewasstcatontorm- 0 Fles [ vary (@ Logout

= Matter Details

Appication Forms @)

124011 B ary v Test Logl Fern

Form POT7 - 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 PO1 - Application to Lodge
Additional Document page displays.

Form PO1-Notice to Parties

Notice to Parti ©

Legal Practioners

Boforo you begi, you noed o agree to our terms and conditions

Using this form

Tho PIC may decine to accept an applicatin if i is mado out o timo_If
Rules. Altermativel, you can call he Personal Injory Commission on 1800 742 675.

disputo, pioase rofer to the jury C

this st respect

Under section 307C of the Crimas Act 1900, you can be issuad vith a fina o years, o boh misieading
information i this form.

Assistance

f you have any questions about completing this form o the Pathway Portal, please contact the Personal Injury Commission on 1300 742 679,

the Porsonal Injury Cc
atany tme during

2020 (NSW) An application for do-idontfication or

¥s docision
redacton of by

More detailed the way that the

your information is availeble at tps /pi nsiv.qov.aulresourcesiprivacy.

Applications to the Commission to access and correct any personal be made in wiitng Level 21,1 Ocford
Stroet, Darlingh,

urst, NSW, 2010

Form PO1 - 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

Fr Sove Draft | () Submit

Application Details
Related Application

122288/24-01-1-Form MO1 - Medical assessment

Date lodiging party became aware of or obtained possession or control of the Additional Documents*
o024 | £

tof Application to Lodge Additional

g the rule 67C of the.

I Reasons in support of application I

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

A [ New appicationForm - = Fiies [ piary (@ Logout

Form PO1-Lodge Additional Documents
=
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8. Add in the Document Details:

e Document Type - Select Form
PO1 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
E i Save Draft | [E)Submit

20102024 | &8

L View | @ Clear| ©Romove

Drag and dr

or clck the upload button to browse for a e

& Upload

Then either:

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

12. Click Submit.

10. Read and tick the acknowledgments.

Form PO1-Signature

| declare tht, to the best and correct. | al for the collection, use and

@ Application Signed | 29/10/2024 | )
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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 [ NewApplicationForm- = Files I Diary (= Logout

Form M12-Damages assessment

A¥ Save Draft Submit

Claim for Damages

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

® ves 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

® Yes O No

Please provide 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 Owver List?* Please select one of the following reasons*

® ves 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

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

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

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

3 D Naw Application/Form = (2= Files E Dlary

£ Matter Details [ Oten rem - |

Anphication Forms [0

Holly Woed v QDE -MA

Holty Wood v CHSE - MA

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 Page

& Welcome,

The barrister must first register as a ) Now Appicatanform = £ s [ iy ®
Pathway Portal user. They will only need & User Profile v

to do this once.

rrrrrrrrr

At the end of registration, the User | = cemmmmmommmmcommoomemmssmons oo o i
Profile displays the barrister would:

sssss

1. Select Barrister/ Counsel

Verified Multi-Factor Authentication Mobile Number

2. Click Save e

Please log a ticket via the PIC Digital
Hub's Online form for the email address
to be registered for barrister access.
When you first access the form, you will
be required to register. You should
include as much information as possible
to assist the team in actioning your
request.”

"More information, including how to
register for the PIC Digital Hub's Online
form, is available in the PIC Digital Hub
User Guide.

How to assign a Barrister

Instruction Page
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https://picdigital-onlineservicerequest.pi.nsw.gov.au/servicedesk/customer/user/login?destination=portals
https://picdigital-onlineservicerequest.pi.nsw.gov.au/servicedesk/customer/user/login?destination=portals
https://www.pi.nsw.gov.au/__data/assets/pdf_file/0004/1361758/PIC-Digital-Hub-External-User-Guide.pdf
https://www.pi.nsw.gov.au/__data/assets/pdf_file/0004/1361758/PIC-Digital-Hub-External-User-Guide.pdf

Assign a Barrister

To give a barrister visibility of a dispute:

1. In the Matter Details, click Assign
Barrister.

a = Fies

L

€8 0oy

= Matter Details

Application Forms @)

032023

032023

M151/23.12-1 Adel Beshai v UAT_QBE

DateFled  Application Type

e = e N e
=) ===
R =

Respondent

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 barrister:

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

= Fies

A [ New Aoplication/Form ~

£ oy

(® Logout

Save @ Cancel
Assign Barrister

Barrster I ]

&+ Assign Barrister

What does the Barrister see?

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

page

*ﬁ* et Pathway Portal

& Welcoms, Ben Barrister

« E] New Application/Form = [£=> Files @ Diary [ Logout
= Matter Summary
Recent Activities @ ~ s Retresn
Ben Barrister @ ~
[ree— - [
Ackel B [ — JE=8
Adial B I court ares
o
acet B D S Mt Accidont Rty
Temporary Applications @ ~
Ben Barrister @ ~
Unassigned Reply Requests @ ~
AppScation Number Apglication Type Agplicant Respondent Oane Requested ‘Date Rply Dus Assign
T it rouwbilered vty oot
My Reply Requests @ ~ [ < otroan |
Ben Barrister @ =
Active Files@ ~
Ben Barrister @ ~
MI512312-1 Adel Bashai y UAT. QBE
Duwte Filed Apolication Type Insun/Disputs Type Haxt Allocation Tyoe Allocation Dats Allcation Time Aliscation Duration
avanozs o ——— [ —

The Barrister:

v Can see the matter details

Pathway Portal Insurer User Guide
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v" Can view documents

X Cannot send messages

5
B v pathway Portal

a«a D New Application/Form~ [~ Files @ Diary (® Logout

= Matter Details

Application Forms €
Date Filed Application Number Application Type Status
810372023 Mmis1/23.12 Form Mi2-Damages open
8/03/2023 MiS1/23.12 3 Motor Accident Reply Oper
M151/23-12-1 Adel Beshai v UAT_QBE
DateFiled  Application Type Issue/Dispute Type Status Next Allocation Application Owner
8/03/2023  Form Mi2-Damages assessment Asauith, Andrew
Parties @
Party Role Party Name Party Type Party Contact Representative
[ respondent UAT_QBE Insurer / Scheme Agent Ruez, Jermy 0 Timeless Lavyers (Lola Level, 0412777777)-Barrister: Ben Barrister |
Applicant Adel Boshai Claimant 0415666777 SC Motor Accidant lawyer (Savanna Gray, 0412067838)
Messages @ View All Messages
Application Category Subject Sondor Date/Time Sent
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
8/03/202310:00AM  1hour Adel ) UAT_QBE (Insurer / Gassidy, Belinda
Documents €3
Document Date Author Document Category and Type Rolated To
8/03/2023 Portal Electronic Application Form - Sealed Form Mi2-Damages assessment MI51/23.12.1, Sender: Portal-Recipient:
8103/2023 Portal | lication F led MI51/23.12.1, Sender: Portal -Recii
50372023 Application-Court rder Mi51/23.12.1,08/03/20:

amz022

Roply-Index MI51/23-12.1,08/03/2023: Motor Accident Reply.

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, + Pathway Portal
complete the following: B D ewmteeren 5 i By

= Matter Summary

Recent Activities @ ~

1. Click on the Files tab. Temporary Applications @ =

lan Ingram @ ~
Leo Leopard @ ~

2. Find the person you want gnassigned Reply Reauests @
to reassign Matter/s from.

My Reply Requests @ ~ O Retresh
Kitty Kat @ ~
Klaus Hargreaves @ ~

3. Click the Reassign button. Aetve Files @ ~

Benjamin Button @ ~
Frieda Brick @ ~
1 lan Ingram @ ~

IslaInnes @~

Note: The Reassign button is only
available for Super Users and their
delegates.
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> 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: Reassigh 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.

Pathway Portal

B s

& Reassign Primary Contact

& Welcome,ista anes.

(@ Logout

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.

Pathway Portal

N e =S

& Reassign Primary Contact

tactafer reassigning al Mattors

Pathway Portal

ApplcationrForm - = Fies [ Diary

& Reassign Primary Contact

Matters assigned o lan Ingram
This would only shows mat

& Welcome, Isla Innes

(® Logout

LeoLoopard

& Welcome, Isla Innes

(@ Logout

MaterNomber

wesza

wezzrzs

wesaza

wessiza

~ | | o4sseesass

~ | ossssesonn

~ | | oaazeesosn

| o4ssses00s

| | ossssesoss

v | osassesoo

v | | ossssesese

Frone.
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To Reassign some & Reassign Primary Contact

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.

How to Manage Primary and Secondary Contacts

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

Instruction Page
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1. Click on the Files tab.

2. Click on the blue Matter
Number link.

= Matter Summary
Recent Activities ® ~
Temporary Applications @ ~
lan Ingram @ ~

Leo Leopard @ ~

Unassigned Reply Requests @ ~
prem—

Aoplcaton e Aonieant

My Reply Requests @ ~
Kitty Kat @ ~

Pathway Portal
A [ newappiicatonForm~ = Fites [ Diery

& Welcome, Isla Innes

(® Logout

DutoRepty Do

» Matter Details page
displays

3. Go to Parties section and
Click on Maintain Contacts

Pathway Portal

A [ Newssplcationrorm - = Fites ) Diary & Logout

= Matter Details

ication Forms @)

& Welcome, ista Innes

Reply Roquests @)

1162725411 Nathan Doo v Umbrela Insurance

DoteFlad  AvolcotenType [rr—— Next Alcaton
ParyNamo portyTine ParyCantct [rs—
................. osnezzsss
an 000 Clamnt omnzzzan s . Mo Dickasan, 0412067636

» Maintain Contacts page
displays with current
contacts.

To update Primary Contact:

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

5. Click Save

Eree [0y

& Welcome, Ista Innes

If you need to add a Secondary
Contact:

1. Click Add Contact

2. In the Secondary Contact
section, select name from
the New Contact drop
down list

3. Click Save

Pathway Portal

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

Contacts

T would sllow o mointsi the mattor contocts.

B e

& Welcome, Isa Innes

(® Logout

ComactType Now Cantct

Klaus Hargroaves

Prone

v | | ossasassss
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How to Add a new Contact or Deactivate Contact

Instruction Page

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

Note: Only Super User can add a
new contact.

ﬁ%‘" pimm Pathway Portal
A [ NewvplcationForm= £ Fites ) Diary

= Matter Summary

Recent Activities @ v

Temporary Applications @ ~
lan Ingram @ ¥
aovazs
vz

sz

Leo Leopard @ ~

Welcome, Isla Innes}

(& Logout

042028
vz

w20

Last Ucod

2oz

» User Profile page displays
with a list of all active

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

Super User:

Ticked box indicates the person
has Super

User access.

Active Contact:
Ticked box indicates this user is
Active.

To deactivate user:

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

users for your organisation.

'5&5 Ctions ey Pathway Portal
£ Fies [ Diary

[ —

& User Profile
Multi-Factor Authentication

Verified Mult-Factor Authentication Mobile Number

0402105590

Umbrella Insurance

Stroot Addross

ot SYDNEY NSW 2000 101A Bathurst Streat SYONEY NSW 2000

& Welcome, Isla Innes

(® Logout
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To add a new user:

1. Click Add Contact

A [ NewApplicationForm ~

& User Profile
‘Multi-Factor Authentication

Verified Mult-Factor Authntication Mobile Number

0402105590

Umbrella Insurance

Postal or DX Address.

101A Bathurst Straet SYONEY NSW 2000

Name Email

Pathway Portal
> ries [ viary

ousaeseses

oamm

Stroot Addross

101A Bathurst Streat SYONEY NSW 2000

serType.

& Welcome, Ista Innes

(® Logout

2. Fill in all yellow mandatory
fields

3. Click Save

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

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

Note: The new user still needs to

register to use the Pathway Portal
via the Portal’s home page and to
set up Multi-factor authentication.

A [ NowapplcationsForm -

&+ Add New Contact

=™

Pathway Portal

08 oy

& 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

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

| What user can see/do

e See that matter details
and documents

e Receive email notifications
for the matter

e Send messages

Secondary Be registered as am Insurer If filters Active
contact for a User on Pathway Portal, then... | Files for Matters I'm linked
matter Insurer Primary Contact to can:
advises the Commission of e See that matter details,
secondary contact on a matter documents and messages
¢ Send messages for that
matter
Super user Be registered on Pathway e Can see and act on all
Portal as an Insurer User matters
Another super user can add e Can add/remove other
/remove you as a Super User Super Users (can’t remove
self)
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 A super 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

¢ Manage contacts for the
matter

Delegate can NOT:

e Be added as a Primary
contact or Secondary
contact on a matter
Delegate to another user
Add/remove super users
Add a new contact
Receive email notifications
(they go to primary
contact)
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Primary contact and secondary contacts

e The Primary Contact for a matter is listed as the Party Contact in the Parties section of
Matter Details.

e If you have someone in your organisation that will also work on a matter, they can be
setup 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:

a Welcome, Klaus Hargreaves

[= Matter Details

Application Forms (B

Date Filed Api Application Type Filed By Name Filad By Type Status

k Form MS5i- ical assessment Max Rice Claimant Open
21/04/2023 M199/23-62-1 Form ME2 -General Asses: Max Rice Claimant Open
1199/23-51-1 Max Rice v Umbrella Insurance
DateFiled  Application Type Issue/Dispute Type Status Next Allocation Application Owner

5/04/2023  FormMS5i-Medical azsessment Degres of permanent impairment

Ninauic, Vera

ient application decizion

Late additional documentation

M199/23-62-1 Max Rice v Umbrella Insurance

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

Respondent Umbralla Insurance Insurer f Scheme Agent Hargreaves, Klaus ) I

Applicant Max Rice Claimant 0422222222

Messages /() View All Messages
Application gory Subject Sender Date/Time Sent
There are no open message threads. C
Documents ()

Document Date 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:

e Click the Files tab

e Click Advanced in the Active
Files section

e Tick Matters I’'m linked to
e Click Refresh.

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

‘Page

:@!ﬁ sz~ Pathway Portal & Wolcome, Sam Sabat

Files

= Matter Summary
Recent Activities @ ¥ )
Sam Sabat @ ~

Active Files@ ~

Secondary contact visibility

The Secondary contact:
v" Can see Matter Details
v" Can view all documents
v' Can view all messages
v Can send messages
X Cannot see allocations in Diary

Active Files @ ~
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Super Users

How to add/remove Super Users

Instruction ‘ Page

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.

& Welcome, Klaus Hargreaves

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 users in the drop-down menu.

e Click Refresh.

2% 4
m“' -l Pathway Portal & Wolcome, Isla Innes

A [ NewapplcationForm - = Fites  [B) Diary ([® Logout

= Matter Summary
Recent Activities @ ~ o ngram ¢ . "
lan Ingram @ ~ o

Matter Number Matier Nama + lan Ingram
Umbralla Insuranca v Joft Hanna [ 1sia innes
Mi23/23 Umbrella Insurance v Jeff Hanna a o
O Lootacoae Sgggn‘:;j;;;i":';j Clck Ratrsh o
pply the filter
specific users
Temporary Applications @ ~
lan Ingram @ ~
Matter Number Data Created Application Typs Claimant/Worker Name Status LostUpdated  Expiring On
2210272023 Mator Accident feply Pending 220272023

Isla Innes @ ~
Matter Number Date Created Application Type Claimant/Worker Name Status Last Updated Expiring On

20/03/2023 Drant 2010312023 0812023

a0321-000334 [ 210372023 Form MO1-Medical assessmant Tost, Tara bratt 210312023 40472023
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 Click Edit Delegates.

Edit Delegates

e Click +Add
e Populate delegate details
e 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 Click Save.

%‘M" b ieehigd Pathway Portal
£ Fies £ piary

& Welcome, Klaus Hargreaves

(@ Logout

[ New Appication/Form -

.............
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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 unassigned 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 anew 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
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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 gif .mp4 pptx .wma
.CSV Jpeg .mpg rif wmyv
.dicm Jp9g .msg tif Xls
.doc .mkv Jodf Liff XIsx
.docx .mov .png Axt
.eml .mp3 ppt .wav

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

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

Term

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
Commission

The applicant gets an email notification

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
Commission

The respondent and applicant get an
email notification

Allocation is booked / cancelled /
rescheduled

The legal representative (or self-
represented party) gets 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 or the Commission

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

Application closed

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

Appendix D - Version Control

Versio ‘ Date ‘ Author ‘ Major changes Approved by
n
1.0 6 June 2023 Jacqueline Initial version Sophie Jones - Pathway
Mead 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 1Sept 2023 Pamela Allen e Updated Matter Details screen shots: Service Provider
now called Decision Maker
1.3 16 January Oksana e Added new functions: How to reassign Matter to Tina Kavadas - Pathway
2024 Eremina someone else, add a new contact and manage contacts Project Manager
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6 September Nathan o Updated login procedure Melissa Golfes - Product
2024 Johnson

November Leo Lopez
2024

March 2025 hilpashree

Added reference to Rule 67

Lodge a Legal Representation / Agent Change
Submissions and other Correspondence

Lodge an additional document after initiating
application or reply

Replaced MASupport@pi.nsw.gov.au with PIC Digital
Hub Portal references and link to Digital Hub user
guides
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