Personal Injury
Commission

Pathway Portal
Worker User Guide



Contents

USET GUIAE OVEIVIEW ...cuvrierscerssssssssssssssssssssssss s AR AR R R AR AR R R AR R AR R R R R AR R R AR R RS 4
What Will the GUIAE COVET? ... bbb bbb 4
Get started/ How do I get started with Pathway Portal? ... 5
How to access and register for Pathway Portal ... 5
How to Login to Pathway POrtal ...ttt sttt et sest st st sttt st 9
Navigation/ Where do I find information for my application? ..........cocesmnnnssnmss 10
5 1000 LT 0 = 10
FILES PAGE w.veviveieiiriieisii bbb bbb 10
LD oy 0T YL T 14
| QT P10 TR ) 0 B Cur U0 o 15
L0172 T L) T 15
What application forms can be SUDMItEEA? ... 16

How to lodge a new application

TeMPOTATY APPIICATIONS ..vueueeeeeeieeeceses s
How to resubmit a rejected temporary appliCation ... sssseens 23
2 0 L 25
How to complete a Reply — RESPONAENT ...t sesses et ssssss s sassens 25
Reply REQUEST NOTFICATION ...cuveeeeueueeeeceseteeeisei et bbb 25
How t0 ASSIZN the REPLY REQUEST ... vttt 26
HOW £0 COMPLELE @ REPIY ..ottt bbb 26
HOW £0 VIEW the REPIY ...ucuiececeeseeieei ettt 28
Messages

How to send a message

How to view messages

HOW £0 TESPOIIA L0 IMIESSAZES. .cureerersesreeseesesesseeseessessesseesssssesssessessesssesssssesssessessess e ssses s bbb s b s s bbb annnas 32
How to download a MesSage thIread.......ccoeeeeiereereereireeseiesesssee et 33
{08 T L B2 4 ¥ o) 14 ) 4 34
How t0 VIeW allOCatiON AELAILS......cuueereeceereereeeeeeeset ettt bbb bbb 35
ASSESS ANA DECIAE...citiirirrrrsrsssrsssssssrssss s 36
How to view the OULCOME DOCUMENL ......ccuieieeeeeesreeeireesses et eessss s ssses bbb bbb ens b 37
HOW t0 10dZE QN APPEAL ..ot 37
Lodge Submissions and other COrreSPONAENCE .........cuurenmrmsismsmsisssssssss s sssssns 38

How to lodge Submissions and other Correspondence

Appendix A - DOCUMENt FEQUITEIMENTS......couruiuicrrsssssssssssssss s sss s sss s ss s s se s s se s sas s e sasses

Pathway Portal Worker User Guide

Personal Injury Commission




Appendix B - Glossary of Terms........ummmmssssssssssssssssssssssssssens
Appendix C - Email Notifications - When and what happens

Appendix D - Version Control ...

Pathway Portal Worker User Guide




User Guide Overview

e AnIndividual user is someone who is not legally represented.

e Pathway Portal is your interface to the Commission's single digital case management platform
called Pathway.

e AnIndividual user can use Pathway Portal themselves to perform various activities for their
application.

What will the guide cover?

This guide will cover how to:

Get started

Navigate the Pathway Portal

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

Lodge an Appeal
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Get started/ How do I get started with Pathway Portal?

How to access and register for Pathway Portal

In order to submit, engage with or view a matter you must first register to use Pathway Portal.

Instruction Page

Access Pathway Portal

® You can access Pathway Portal via a ) , §\
browser. .D;Ié:;/,m}:@ Personal Injury
e Chrome and Edge are the recommended New South Wales ~ COmMImission
browsers.
e The weblink is found on the Personal Injury Holbone e FOIAY for

Login to the Personal Injury Commission Online Pathway Portal

Commission website and in the first step
below.
1. Click the following link: T
https://pathwayportal.pi.nsw.gov.au

address);

2. Click Register.

Register your email address

3. Follow the prompts to register your email

address. Personal Injury

New South Wales  Commission

4. Tick to agree to the terms and conditions.

5. TickI’'m not a robot and complete
the Select all squares with... test and click
Next until the test is completed.

Jatiorm you

foe (email adress)
Jtabiity of the platform,

unsaved information:
fes or at any particular

o tmrminate voure
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How to access and register for Pathway Portal continued

Instruction Page
Confirm you are not a robot
Once the test is completed, you will see the “I'm
not a Robot” message display. Personal Injury
) ] Commission
6. Click Register.
Registration
» You will then receive an email to validate ——
your email address. ———
In using the Personal Injury Commiission digital service desvery platform you
« are responsible for any activity conducted under your username (email address); [
« il avoid any activity that may compromise the security and stability of the platiorm, |
s supporfing technology and data contained within;
«+ accept that the Commission is not responsible for loss of any unsaved information:
« acknowdedge that the platform may not be available at all times or at any particular
me.
& e ——
Click Pathway Portal link in email
You will receive an email with a link to validate "“.“;“W‘m S

the email address.

7. Click the Link in the email.
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How to access and register for Pathway Portal continued

Instruction | Page
Update Mobile Number

Qe

8. Populate New Mobile Number to receive %’“ ""‘PUi
the code and click Send. (YR ].E\\ \mb

w5 Personal Injury
New South Wales ~ Commission

S &

Multi-Factor Authentication Code Verification

#® Update Mobile Number

New Mobile Number

[ 0411222333

Type code

:‘mf
9. Type the code sent to your mobile and f{a' 'f'L.fi
click Submit. Sl \m Personal Injury
New South Wales Commission

Multi-Factor Authentication Code Verification

® Update Mobile Number
New Mobile Number

0 0411222333

A Resend

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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How to access and register for Pathway Portal continued

Instruction

Create new Password

10. Enter Password and Confirm Password.

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

12. Click Register.

‘ Page

L Oia@i

FCEN FoRh MITES
‘,; T

Personal Injury

New South Waless ~ Commission
Password Required

Email Address

& | testingworker@yopmail.com
Please note that the password must be at least 8 characters, contain at least one number,
one symbol and upper and lower case characters.
Password
Confirm Password

™~
I'm not a robot

Populate User Profile (top of page)
13. Populate the User Profile as follows:
e Select Individual

e Complete the yellow mandatory fields
e (lick Save.

»  You have now completed the Registration
process.

Pathway Portal Worker User Guide




How to Login to Pathway Portal

Instruction

1. Click the Pathway Portal link -
https://pathwayportal.pi.nsw.gov.au

2. Populate the Email Address and Password.

3. Click Login.

4. Select where you would like the Multi
Factor Authentication Code (MFA) sent

(either your mobile or email).

5. Click Send.

on the Personal Injury Commission website.

’ Page

Personal Injury
Commission

STl e A T
New South Wales

Welcome to Pathway Portal

Login to the Personal Injury Commission Online Pathway Portal

Email Address

& | maxricomyopmai com

Password

Personal Injury
Commission

Y Tt
New South Wales

Terms and Conditions
In using the Personal Injury Commission digita
Wi, Foctr Authanticaton Codo Vrtcation

« are responsible for any activity conducted
« will avoid any activty that may compromis |
its supporting technology and data contain

+ accept that the C s not respons
«+ acknowiedge that the platform may not be
fime:

that the O

mav

of Resat Password

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

7. Click Submit.

? F L) :7: Q -
‘gi,'@,]}g;/:gfn‘m Personal Injury
New South Wales ~Commission

Muiti-Factor Authentication Code Verification

® Send Code via SMS to registered Mobile
Number 04XX XXX 222

© Send Code via Email to registered Email
maxrice@yopmail.com

o Resend

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

Multi- Factor Authentication Code
& | 584224
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Navigation/ Where do I find information for my application?
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.

ok \WQ Commasion ™ Pathway Portal & Welcome, Testing Worker

Diary displays any
appointments you
need to attend

Files page contains all
information, messages
and documents related
to your applications

les or matters assigned to you, view specific details of those|
cess to these functions.

Click here to
Logout

Click here to lodge
anew form

ative of a party. You can also select a file to view the Applications, Parties,

Allocations and Documents in relation to the Matter.

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

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

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

Access the eLearning modules and User Guides here

Files page

The Files page contains all the information, messages and documents that relate to the applications filed.
The Files page is broken down into sections that contain this information as follows:

Recent Activities

Recent Activities display at the top of the page showing any new applications, documents or messages
that have been added since you last logged into Pathway Portal. The oldest activities display at the top of
the list and the newest activities display at the bottom of the list.
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/ﬁ‘ D New Application/Form ~ C» Logout

(= Matter Summary

Recent Activities ® ~ Testing Werker % x
Testing Worker 8 ~
Matter Number Matter Name Details
wa7/24 Testing Worker v The Gunwals D vamac
Testing Worker v The Gunwale (=) Form 11D -Response to an Application for Mediation ta Resolve Work Injury Damages Claim

Temporary Applications

The Temporary Applications section displays:

e any applications that you have submitted to the Personal Injury Commission, but that have not
yet been registered. These have a status of Pending.

e any applications you have saved to finish and submit later. These have a status of Draft.

e any applications that the Commission has rejected and sent back to you. These have a status of

Rejected.
Temporary Applications® ~ m
Testing Worker @ ~
Matter Number Date Created Application Type Claimant/Worker Name Status Last Updated Expiring On

10/05/2024 Form 2- Application to Resolve a Dispute Worker, Testing Pending 10/05/2024

Unassigned Reply Requests

If you are named as the Respondent to an application, the Commission will request a Reply to the
application from you. Reply requests will first appear in the Unassigned Reply Requests section. You
then need to assign the Reply Request to yourself to complete it.

Unassigned Reply Requests @ Y [ & refrosh |
Assign To
Testing Worker v
Matter/Application Number Application Type Applicant Respondent Date Requested Date Reply Due Assign
Form 11C - Application for Mediation to Resolve Work Injury Damages Claim Testing Worker Worker, Testing 10/05/2024 21/05/2024

1. To assign the Reply Request to yourself, tick the Assign checkbox and click Assign.
2. Click Refresh.

» The Reply Request will now be in My Reply Requests.
My Reply Requests

After you have assigned the Reply Request to yourself, click Refresh to check/update the page with a
new Reply Request.
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My Reply Requests @ ~
Testing Worker @ ~

ion Number ication Type \ppli Date Date Reply Due

Wa9/24 Form 11C - Application for Mediation to Resolve Work Injury Damages Claim Testing Worker Worker, Testing 10/05/2024 21/05/2024 Complete Reply

Active Files

Your current open matters are listed here in Active Files.

Active Files® ~
Testing Worker B ~
W47/24 Testing Worker v The Gunwale

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

23/04/2024 Form 2 - Application to Resolve a Dispute Weekly benefits where
liability in dispute

Closed Files

Closed Files display at the bottom of the page for 42 days after they have been closed.

Closed Files@ ~|

Matter Details

To view details for the matter:

*  Locate the Matter in Active Files and click on the blue matter number hyperlink.

Active Files® ~
Testing Worker @ ~

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

23/04/2024 Form 2-Application to Resolve a Dispute Weekly benefits where
liability in dispute

Pathway Portal Worker User Guide
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» The Matter Details page displays.

Matter Details (top of page)

Applications filed for

the matter. ion/Form ~

(= Matter D&

Pathway Portal

= res £ viary

ls-W47/24

This section provides information on
the Issue Type for the selected
application. It displays the Issue status,
information about the Next Allocation
and the and name of Application Owner
i.e. the person at the Commission who is
case managing your matter.

Application Forms E)
Date Filed Application Type Filed By Name Filed B
23/04/2024 Form 2-Application to Resolve a Dispute Sunrise Legal Worker Represent Open
23/04/2024 + Form 24 - Reply to Application to Resolve Dispute Sunrise Legal Worker Represel Open
Testing Worker v The Gunwale
Date Filed Application Type Issue/Dispute Type Status Next Allocation Application Owner
23/04/2024  Form 2-Application to Resolve a Dispute Weekly benefits where liability in dispute Open Medical Assessment 09/05/2024 12:30 PM User08, Dispute
Weekly benefits where work capacity decision in dispute Open User08, Dispute
Medical expenses (where the amount is more than $9,468.10) Open User08, Dispute
Compensation for property damage Open User08, Dispute
Lump sum compensation where liability in dispute Open User08, Dispute
Matter Details (bottom of page)
Parties displays all the
parties for the matter.
Parties @
Party Role Party Name Party Type Party Contact Representative
Other Lemmington Insurance Insurer / Scheme Agent Lemmington, Insurer (0411 111 111)
Applicant Testing Worker Worker 0411001002 Sunrise Legal (Test Sunrise, 0411 111 112)
Respondent The Gunwale Employer
Messages @)
Application Category Subject Sender
Form 2- Application to Resolve a Dispute For Noting Mes om The Commission Nathan Johnson Messages re]ating to the
Form 2-Application to Resolve a Dispute N/A Test Message Testing Worker matter are located here.
Form 2-Application to Resolve a Dispute For Action Question for the Insurer Nathan Johnson
Form 2-Application to Resolve a Dispute N/A from The Insurer Lemmington Insurance

Allocations )

Allocation Type Venue Date and Time Duration Mode of Allocation Attendees Decision Maker Language
Medical Assessment 9/05/2024 12:30 PM 1hour Venue Testing Worker (Individual) Medical. Assessor00

Doeumom:

Document Author Document Category and Type File Name Related To

Date

6/05 PIC (Member,  Certificate of Determination

PIC)

23/04/2024

Form-Form 2

438_-596253946_hxvf2s3qn-b7untzux9bvk8vdOin-

Spa-y5n.pdf

Dispute

23/04/2024

Resolve Dispute

23/04/2024 NA Cover letter

23/04/2024

All Documents relating
to the matter can be
accessed by clicking on
the blue Document Date
link.

Pathway Portal Worker User Guide

Electronic Application Form-Form 2A-Reply to Application to

to Resolve a

18.docx

6.docx

14.docx

28.docx

240423-000146.pdf

240423-000147.pdf

29/04/2024: Preliminary Conference

Sender: Portal -Recipient:

Sender: Portal -Recipient:

23/04/2024: Form 2-Application to Resolve a Dispute

23/04/2024: Form 2A -Reply to Application to Resolve
Dispute

23/04/2024: Form 2 - Application to Resolve a Dispute

23/04/2024: Form 2A -Reply to Application to Resolve
Dispute

13




Diary page

The Diary displays any allocations (appointments) that have been scheduled.

If you need to attend, your name will be listed in the Attendees column. You will also receive an email

with the Venue details.

2
% Personal Injury

New Souh Wales  Commission

/ﬁ" D New Application/Form ~

= Fites

Pathway Portal
ﬁ Diary

& Welcome, Testing Worker

i= Weekly Diary -List

Start Date*

9 Logout

@ Previous Week 9/05/2024 B

Weekly Diary-List

Next Week ©

Date Matter Number Matter Name

9/05/2024 -Thu Testing Worker v The Gunwale

Allocation Type

Medical Assessment

Attendees

Testing Worker (Individual)

Venue Name

Location

SYDNEY

Mode of Allocation

Venue

Time

12:30 PM

Duration

1 hour

Pathway Portal Worker 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

Matter Details

Worker Details

Insurer Details and Legal Representative details
Supporting Documents (help text varies per application)
Certification and Signature.

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

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

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

e Ifyouread the page carefully and provide what is being asked, you will be able to navigate easily
through any application form.
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What application forms can be submitted?

Forms and Form Names

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

Code Form name

Form 1 Application for an Expedited Assessment

Form 1A Application to Revoke an Interim Payment Direction

Form 2 Application to Resolve a Dispute

Form 2D Application in Respect of Death of a Worker

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

Form 9 Application to Appeal against the Decision of a Member

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

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

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

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

Form 15 Application for the Assessment of Costs

Form 15A Application for the Assessment of Costs

Form 15B Application for the Assessment of Costs

Form 20 Miscellaneous Application

Form 1B Reply to Application for Expedited Assessment

Form 2A Reply to an Application to Resolve a Dispute

Form 2C Application to admit late Documents

Form 7A Response to an Application for Medical Assessment

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

Pathway Portal Worker User Guide
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How to lodge a new application

Instruction

New Application Form

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

» The Notice to Parties page displays.

‘ Page

Pathway Portal

“You can use the platform (0 lodge a N
‘a Dissy of Alocalions and view your U

The Files menu provites a ist of Matl
Atogations n rolation

‘T Diary menu akows you 1o view |
The User Profile manu dispiays you |
‘eLoarning and User Guides.

Camprahensiva supporting matarials i

& welcome, Testing Worker

‘@ details of those Maters, view

3 viaw the Apglcations, Parties,

poaie your detais,

se e Pattuay Portl.

Notice to Parties

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

Completing a Form

» All forms are embedded in the Pathway
Portal.

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

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

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

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

...... i Pathway Portal

NOTICE TO APPLICANT

Fom 2. the correc form .1

+ componstion tr parm:
+ compensation fr pan and ffecing

+ compansation s proparty damage

& Vielcome, Testing Worker

A [ Newasplicstionfom= B Fies [ Diary (® Logout
Form 2-Notice to Parties
T

Fature 1o atazh al riavane documart Wil rasult i yoe

NOTICE TO RESPONDENT

cason i he absence of you repty. Encioyer

NOTICE TO PARTIES

¥ Commission Rk 2021

PRIVACY NOTICE
o c

= st ot Pt wrbees comesaten

Pathway Portal Worker User Guide
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Instruction

Supporting Documents

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

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

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

The indax shouid be in o ok format

Document Auther Date of
Oncument

— o T—

D 80l ke o o #hore Kk e

yes)
or click the upland buttcr o Browss for il

What are the document requirements?

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

4. Select the document and click Open.

£ Bundied Paginsted Supporting Documents () 30/11/2020 325 AM Microsoft Word D, 1wee

| Burste Paginated Supporting Documents | |All Fles T

Open Cancel

5. Add in the Document Details:

e Document Category - Choose Cover
Letter or Supporting Documents.

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

bocument Categary *

‘Suppoeting Dacuments

cument Typs *
Form2

EEE T
Supoonting Dacuments

File Narme

Bundisd Paginated Supparting Documants docx

Wsurér Lemmington

Pathway Portal Worker User Guide
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e Author - Type in your name.

e Document Details - Add any details
for the uploaded documents.

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

6. Add another document if required.
7. Click Next.

» The Certification and Signature page
displays.

Pathway Portal Worker User Guide
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Instruction

Certification and Signature

You can now either Save Draft - see Save Draft
below or Submit if the application is ready to
submit see Submit below.

Save Draft

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

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

e  C(Click the PDF icon to view the draft.

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

‘ Page

Form 2-Certification and Signature

sscion z

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

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

Form 2-Notice to Parties

NOTICE TO APPLICANT

Submit

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

Form 2 -Certification and Signature

Tha appicart caia #t

« The disputs s Bmiec 1o thase meitors. erdi n Part 1 of i ferm.

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

Pathway Portal Worker User Guide
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Instruction ‘ Page

View PDF
10. Click View PDF to view and download the W i e
application. T —— i

Form 2 -Application to Resolve a Dispute

327 A oo Friday, 30 May 2024

5 240510.000178

¥ Pagevia

Temporary Applications
Temporary Applications @ ~
Testing Worker @ ~

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

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

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

Temporary Applications

Cormmasion™ Pathway Portal

Status of:

/ﬁ" D New Application/Form ~ B Files % Diary

ePending = temporary application submitted to the Commission
eDraft = you have saved the application to finish later

eRejected = the Commission has rejected the application, refer
B M atte r S umma ry to the email notification for reason
Recent Activities @ ~ Testing Viorker X
Temporary Applications® ~
Testing Worker @ ~
Matter Number Date Created Application Type Claimant/Worker Name Status Last Updated Expiring On

240510-000178 10/05/2024 Form 2 - Application to Resolve a Dispute Worker, Testing Pending 10/05/2024

Click blue temporary Matter
Number link to open and

update any application with
Status of Draft or Rejected

e  Only the filing party will be able to see the temporary application in the Pathway Portal.

Pathway Portal Worker User Guide 21



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 Worker User Guide
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How to resubmit a rejected temporary application

Instruction

Notification of rejected temporary application

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

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

‘ Page

& Weicona, Tasting Worke

ﬁ!g:' resme Pathway Portal

= Matter Summary
Recent Activities @ ~ v e

Temporary Applications @ =
Testing Worker @

To resubmit rejected application:

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

Reference: 240510-000178 REJECTED

The Commissian has rejected yaur Farm 2 with temparary reference 240510000178
Apalicant: Tasting Worker

Respandent: Test Employer

Form Type: Farm 2 - Appbcation to Resolve a Dispute

Date Lodged: 10/05/2024

The farm has heen rejected on the following basis:

Apalication is incomphete.

Flaase add documents #s raquirsd.

The Commissian has nat recained a copy of th form.

This is an autamated email - please do not reply.

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

Pathway Portal

& Weicoma, Testing Worker

E= Matter Summary

Recent Activities @ ~

Temporary Applications @ ~
Testing Worker @ ~

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

@‘:’mw Pathway Portal
B [ Now hovicatonorm- B Fies [ iy (6 Lot

& Welcome, Tasting Worker

Form 2 -Supporting Documents

A5 andinformmation wih Form 2.

IR Sims o scans.

@ paginated POF fle o 10 doczsmants,

it 5 Campicte QEr

Ths i shaukd B in s folcwing format

Pathway Portal Worker User Guide
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Instruction

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

Drag: and drop ore or more fles here.

or Document oneor againes that
e click the upiasd button to Browse for a fle

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

AppiicationForm~ £ Fies 12 Diary

e o s applalions acause 1 safisfies he staluiory

a4, 4580046

Pl 8 it o P e i3enified i Part 1 f this for.

» 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 @ ~
Testing Worker @ =

Pathway Portal Worker 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

(% Ly @’@@ 8)

A reply request arrives as Unassigned in the Pathway Portal and must be assigned to you.

Once a Reply Request is assigned, you will be able to view it in the 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 £ Reply is a Temporary application

e Hasatemporary number. until reviewed then registered by
the Commission

Reply Request Notification

When a reply has been requested you will receive an email notification to advise that an application has
been received by the Commission, the date the reply is due and to access the Pathway Portal to view the
application and submit the reply.

Personal Injury Commission - W49/24 - Testing Worker v The Gunwale - Request Reply

“ & Fi
@ PIC v11 Comcase - Training <nswpictraining@sbcit.com.au> D Reply | ) Reply All > forward | i@

Testing Worker Fri 10/05/2024 13:46 AM

[CAUTION: This email orig outside of the Do lick | the sender and knaw the content is safe.]

Waorker Name: Testing Worker
Matter No: W49/24

Insurer claim number:

Insurer Representative Reference:

Warker Representative Reference:

The Personal Injury Commission received an application from Testing Warker on 30/04/2024

Your Reply is due by 21 May 2024

Please access the application via the Personal Injury Commission Pathway portal. For further information about the Pathway portal, please see the Commission website.

For privacy and security reasons, the Commission does not include links in email communications.

Yours sincerely,

Persanal Injury Commission

WWW.DLNSW.EOV.AU

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

This email including any attached files, is intended solely for the addressee named and may contain canfidential information. Any views expressed are those of the individual sender and are not necessarily the views

of the Personal Injury Commission. If you are not the intended recipient, please delete it and notify the Commission on 1800 742 679.
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How to Assign the Reply Request

Instruction ‘ Page

Unassigned Reply Requests must be assigned

to you. ey =

1 A e Mot e Wos iy Bmages Gl Temgwte w00 avosamas

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

Tick Assign box

e Select your name from the Assign
To drop down menu

e (lick Assign.

Note: Be mindful of the Date Reply Due.

How to complete a Reply

My Reply Requests are your assigned Reply
Requests

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

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

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

page.

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

Note: Be mindful of the Date Reply Due
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Instruction

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

Completing a Reply Form

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

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

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

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

Page

1
,ﬁ, sz Pathway Portal
A [ NewhoplicationForm - = Files  [I5) Diary (@ Logout

& Welcome. Testing Worker

Form 11D - Notice to Parties

NOTICE TO PARTIES

assnciated information and e aitached 1o his application

Hates:
1. The awsenant i 29 gy e iy e
claim e B8¢1) of the Parsonal Lyury Commissian Rulas 2021

24 hsther ® antne iz oithe

Mate: Tha ks ot s this form ot advica, Tha reauart egisiation goveming the

s o ESR—— Comeasin, Lol 71, 1 ek Some Dingfe 50 3018

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

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

xxxxx

v and drop ceve o mre fles here.

e click the upiasd button to Browse for a fle

4. Sign and date the application - Submit if
ready or Save Draft if you need to review
the reply before it is submitted.

¥ [rensrtostron- (w8 ooy

Form 11D - Certification and Signature
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& Welcome, Testing Worker

» Here you can see confirmation that the M. o Pathway Portal

Reply has been submitted. A [ rerosicssaron- £ rie (38 v
Form 11D -Response to an Application for Mediation to Resolve Work
Injury Damages Claim

M on Fricay, 10 May 2024

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:

*  You (if you are the Applicant)
*  Respondent’s Legal Representative or
*  Unrepresented parties.

Personal Injury Commission - W49/24 - Testing Worker v The Gunwale
€ Reply | ) ReplyAll | —> Forward | | i

PIC v11 Comcase - Training <nswpictraining@sbcit.com.au>
To Testing Worker Fri 10/05/2024 11:54 AM

‘ [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.]

Matter Number: W49/24
Claimant: Testing Worker

Defendant: The Gunwale
Form Type: Form 11D - Response to an Application for Mediation to Resolve Work Injury Damages Claim

Date Received: 10/05/2024

The Commission has registered a Form 11D Response to an Application for Mediation to Resolve Work Injury Damages Claim in the above matter. A sealed copy of the form and supporting documents are available to be viewed via the

online portal.

This is an automated email - please do not reply.

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

This email including any attached files, is intended solely for the addressee named and may contain confidential information. Any views expressed are those of the individual sender and are not necessarily the views

of the Personal Injury Commission. If you are not the intended recipient, please delete it and notify the Commission on 1800 742 679.
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Instruction

View the Reply

The Documents section lists the:
e Sealed reply form

e Reply document bundle

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

& Wielcome, Testing Worker
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Messages

How to send a message

Instruction ‘ Page

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

From the Matter Details page:

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

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

2. Type the Subject. E9 Messages

Message Thread L

3. Select the Participants.

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

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

4. Type the Message body.

5. Click Send.
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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 the Pathway Portal.

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

New badge indicates
anew message in
the thread

Click blue subject link to
view and respond to the
message

Messages a
Application

Category SuM! / iy Date/Time Sent
Form 11C - Application for Mediation to Resolve Work Injury Damages Claim For Noting 2D ressage from The#Bmmission Nathan Johnson 10/05/2024,

Form 11C - Application for Mediation to Resalve Work Injury Damages Claim

N/A Message about my Injury Testing Worker 10/05/2)

Category for incoming

messages will be: Click to toggle between:
View All Messages -

®  ForAction Which includes closed
threads.

®  For Noting

®  ForReview View Open Messages -

which only displays

N/A Category indicates threads that are open

thread was initiated by you

\_ J N 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.

89 Messages

Message Thread (2]

Originator
Nathan Johnson (Personal Injury Commission)
Subject
Message from The Commission
Message Thread Category
For Noting v Thread Closed
Participants
Personal Injury Commission
Lemmington Insurance -Insurer / Scheme Agent Testing Worker -Individual

The Gunwale -Employer

& Print Message Thread

New Message e

Message

Thankyoy
<A Send

Message: Nathan Johnson (Personal Injury Commission)-10/05/2024 12:45:01 PM

Sent on Behalf Of Sender Date/Time Sent 3
Nathan Johnson (Personal Injury Commission) Nathan Johnson 10/05/2024 12:45:01 PM >»4'<
Message
Message
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How to download a message thread

You can download message threads from Pathway Portal.

Instruction

1. From the Matter Details page click the blue

subject link to view message thread. E Matter Details -W49/24 | | |
Apglication Forms )
Auply Resats )

e

[

105024 1265

1. Click the Print Message Thread button.

Submet

Instruction

o e Pessana Ijury Commissiosi

Message from The Comemission

Message Trreod Catesary
Forating.

Tha Guemwaie Emplayer

Pathway Portal & welcome, Testing Worker

w | Thond Glosed

Testig Wk -n vl

» Asealed PDF document with the entire
message thread is generated and can be

Originator
Subject

Participants

Printed from Pattway Partal by Testing Worker

found in your Downloads folder. ;ﬁg parena

e S s COMMY

Nathan Johnson (Personal Injury Commission)

Message from The Cammission

Date Printod: 10/052024 12.56:27 PM

W49/24 - Testing Worker v The Gunwale

Messaga Thread Category
Far Noting

Cammission, |

Insurer | Scheme Agent, Testing Worker - Individual

Sander
Nathan Johnison

Message
Message

Sant on bahalf of
Nathan Johason (Personal injury Commission)

Message: Nathan Johnson (Personal Injury Commission) - 10/05/2024 12:45:01 PM
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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 (appointment) 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.

®  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 W47/24 Testing Worker - Medical Assessment on 10/05/2024 at 1:30PM
&

¥ | % RepiyAn For
@ PIC v11 Comease - Training <nswpictraining @sbcit com.au> € Reply | %) Rep 3 Forward

Testing Worker

-—'I calendarics -
3KB
Dear Testing Worker,

The the following

Marter Detail: Mictosoft Outiock x
Matter Number: Wa7/24 Akl i -
nsurer claim number: L] s Intemet Calendar

Yo shauld orly

Individual (Applicant] Details
Individual (Applicant] Name: Testing Worker
Interpreter Required: Not Required
Legal Representative: Sunise Legal

Employer (Respondent) Details:
Employer (Respandent) Name: The Gunwale

Insurer / Scheme Agent {Other) Details:
et [ Scherm L

Appointment Details:

Decision Maker: Assessor00 Medical

Type of Appointment: Medical Assessment
Appointment Date and Start Time; 10/05/2024 1:30PM
Duration: 1 hour

Lacation Type: Venue

Attendees: Testing Worker (Individual)

If you wish to add/update the appointment to your own calendar, you may need ta download the calendar attachment ‘calendar Ics' on your device. You may also need to open the file after downloading and save/impart to your calendar If the applntment Is nat automatically
added/ur in your calendar
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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.

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

Attendees displays who needs to
Paper based)

attend, eg if it's a Medical
Assessment only the Worker will
attend
Allocations )

Allocation Type Venue Date and Time Duration Made of Allocation

Attendees Decision Maker Language
Medical Assessment 1 hour Venue Testing Worker (Individual)

10/05/20241:30 PM

Medical, Assessor00

Decision Maker is the name of
the Decision Maker appointed to
assess.
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Assess and Decide

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

YRSy ©

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

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

Decision available email notification

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

i % Reply Al | = Fo e
o PIC 11 Comease - Training <nswpictraining @sbcit.com.au> © Reply | 4 Reply orward | i

To O Testing Worker Insurer L Insurance (Insurer / Scheme Agent) Fri 10/05/2024 1:30 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.]

Worker Name: Testing Worker
Matter Number: W47/24

insurer claim number:

Insurer Representative Reference:

Claimant Representative Reference:

Decision available Testing Worker
The decision of Assessor00 Medical is now available on the Personal Injury Commission Pathway Portal.
A party to a medical dispute may appeal against a medical assessment on specified grounds (s327 Workplace Injury Management and Workers Compensation Act 1998).

The Commission will issue a Certificate of Determination in relation to the applicant’s section 66 entitlements as soon as practicable after expiry of the appeal period. Where the parties are unable to resolve the applicant's section
67 entitlements, if any, the proceedings may be restored after 28 days from issue of the Certificate of Determination.

Where matters are resolved between the parties at any stage of the proceedings, the parties are invited to complete and submit Censent Orders for issue by the Commission. A template is available on the Commission’s website at
https://pi.nsw.gov.au/lodge-a-dispute/applying-online,

Certain Commission decisions are published in accordance with saction 58 of the Personal Injury Commission Act 2020. Decisions may be de-identified or redacted before publication. Decisions are not published for seven days to
allow a party time to apply for de-identification or redaction. Any request must be made in writing to the President to help@pi.nsw.gov.au within 7 days from the date the decision is issued. When determining an application, the
Commission will consider the issues outlined in Rule 132 (4) of the Personal Injury Commission Rules.

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

WWW. pi.NSW.BOV.au

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

This email including any attached files, is intended solely for the addressee named and may contain confidential information. Any views expressed are those of the individual sender and are nat necessarily the views of the Personal Injury Commission.

If you are not the intended recipient, please delete it and notify the Commission on 1800 742 679.
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How to view the Outcome Document

Instruction

From the Matter Details page, scroll down to
Documents

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

2. Click the downloaded document to view.

How to lodge an Appeal

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

Instruction

SERY Sl Pathway Portal & Welcome, Testing Worker

1. Click on New Application/Form, choose
Workers Compensation, then click on the

Lodge a new application to lodge your
appeal.

The Diary menu alows you to view o

The User Profile menu dispiays youl

‘oLearning and User Guides
-

Access the eLearning modules and.

form type. :e.,.mm;“ S e e
el
The New Application/Form provided

2. You can now follow the process covered in o itcoshenaiel (b e b s, Pres

fpate your detalls

use the Patway Portal
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Lodge Submissions and other Correspondence

How to lodge Submissions and other Correspondence

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

application.

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

tab.

Instruction

To lodge Submissions or other Correspondence:

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

‘ Page

= Matter Details-W47/24

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

W [ New AvplicationForm = = Files 9] piary

[ Submission / Correspondence

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

4. Toadd new Submissions or
Correspondence, use the Upload feature

again to repeat the process.

5. Click Submit.

[l Submission / Correspondence

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

Confirmation
o o tos20e
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7. The document will now be visible under the Terporery Bocuments 0 7 ==
Temporary Documents drop down on the -
Matter Summary screen with a status of
Pending. The case owner will action the
submitted correspondence.
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Appendix A - Document requirements

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

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

.avi gif .mp4 .pptx .wma

.CSV Jjpeg .mpg xtf .wmv
.dicm Jjpg .msg tif xls

.doc .mkv pdf tiff Xlsx
.docx .mov .png txt

.eml .mp3 .ppt .wav

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

Contact the Commission and follow advice.

Appendix B - Glossary of Terms

Term Definition

Case Owner The person responsible at the Commission for managing
the case.
Multi Factor Authentication (MFA) When logging into 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.
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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 applicant gets an email notification
the Commission

A reply is requested The respondent gets email notification

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

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

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

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

email notification

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

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

email notification




