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User Guide Overview

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

What will the guide cover?

This guide will cover how to:

e Get started

e Navigation

e Lodge an application in Pathway Portal

e Resubmit a rejected application

e Complete areply request

e Review a received reply

e Send and receive messages

e View allocation details

e View outcome documents

e Explain how to lodge a review and further application

e  Assign a barrister

e Describe different levels of user access

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

e  Submissions and other Correspondence

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

How to access and register for Pathway Portal

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

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

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 a Legal Representative, 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 Personal Injury

browsers. Commission
e The weblink is found on the Personal Injury
Commission website and in the first step Welcome to Pathway Portal
below_ Login to the Personal Injury Commission Online Pathway Portal
Er:llﬂddless
1. Click the following link: &
https://pathwayportal.pi.nsw.gov.au Torme an Conditns

In using the Persanal injury Commission digital service delivery platform you:

= are responsible for any activity conducted under your username (email address);
. . « will avoid any activity that may compromise the security and stability of the
2. Click Register. et it opporting eeclony emct cordinad witis
= accept that the Commission is not responsible for loss of any unsaved information:
= acknawledge that the platform may not be available at all times or at any particular
tim

o Reset Password

Register your email address

1. Follow the prompts to register your email

address. Personal Injury

New SouthWales Commission

3. Tick to agree to the terms and conditions.

Registration
4. Tick I'm not a robot and complete the visual Emai Address
reCAPTCHA test. &  saimaNorris@yopmail.com

Terms and Conditions
In using the Persanal Injury Gammission digital service delivery platform you:

Click Reg|ster_ + are respansible for any activity conducted under your username (email addrass);
« will avoid any activity that may compromise the security and stability of the
plattorm, its supporting technalogy and data contained within;

H H H H =+ accept that the Commission is not responsible for loss of any unsaved information:
> YOU WI” then receive an emall to Valldate yOUr . arkﬂ::\:sd‘g;thaltna p\atlnrmm‘afyn::rthavanlahlpa[aIIw::'\?iuralanynar!ir.mar
email address. e S

B | agree to the terms and conditions

™~

eCAPTCHA

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

Instruction ‘ Page

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

S © ey | & Repyan | 3 Foneors | 6] [
iy - Trsining,
o Saima Nonis@yopmail com Wed 2032023 00840

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

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

Thank you

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

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

1 0 minutes you o : i e WCC portal.

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

This is an automated email. Pleasc do not reply.

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

Update Mobile Number

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

N .
Yol Personal Injury

New South Wales ~Commission

Multi-Factor Authentication Code Verification

® Update Mobile Number

New Mobile Number
0 0411222333

Type code

4. Type the code sent to your mobile and

click Submit. Personal Injury

Commission

Multi-Factor Authentication Code Verification

® Update Mobile Number

New Mobile Number

0 0411222333

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

Multi-Factor Authentication Code

& Submit

Pathway Portal Legal Representative User Guide



Instruction

Create new Password

5. Enter Password and Confirm Password.

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

7. Click Register.

Personal Injury
Commission

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

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

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

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

9. Select Legal Representative as user type.

Note: All yellow fields are mandatory.

Pathway Portal & Walcome.
om= P Fies [ piary

® Logal © Corparation
O
Timeless Lawyers
amn
ther Title
Gender Other

© Wals @ Fomaln © amor

Populate User Profile (bottom of
page)

10. Populate User Profile (bottom of page).

11. Click Save.

Business Phone.

Mabile Phone
0411222333 o om

Email
Saima.Norris@yopmail.com
1 DX Address

Postal Address
89 Station Street

Suburty state. Postcode
NEWTOWN NS 2082
Country.
O International Address Australio

Multi-Factor Authentication

Verified Multi-Factor Authentication Mobile Number

0411222333
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How to Login to Pathway Portal

Instruction

12. Click the Pathway Portal link on the Personal

Injury Commission website.

13. Populate the Email Address and Password.

14. Click Login.

15. Tick I’'m not a robot and complete the visual
reCAPTCHA test.
16. Select where you would like the Multi Factor
Authentication Code (MFA) sent (either your
mobile or email).

17. Click Send.

‘ Page

...ﬁ?.‘i”:i

T T il My
(E-Hh Tt s

New South Wales

Personal Injury
Commission

Welcome to Pathwaw Barial

Personal Injury
Commission

i g e Pronal Inpry ComeTEbes §g68 BervoE

o @ PO 131y AT COROUCTE] Under

- il v ay ﬂMlMMm'av'*khww'tlI
P S WALk 5 B CRFIENED A

RPN T COMToan o O M K % O i alsTen

& Sctemsaisayn e o pEsr rgy o B SR B 58 S o 3 Sy parsru
e,

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

19. Click Submit.

Personal Injury
Commission

S
New South Wales

Multi-Factor Authentication Gode Verification

® Send Code via SMS to registered Mobile O Send Code via Email to registared Email
Number 04X XXX 222 maxrice@yopmail com

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

Muilti- Factor Authentication Code

& | s84224
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Navigation
Home page

After you login to Pathway Portal the Home page displays:
The grey information box in the centre describes what you'll find in each tab in the t

tabs at the top.

Click New Application/Form
to lodge new applications or
forms

& Welcome, Saima Norri:

o m————————— Logout
Home displays help "1
text on welcome

r - —
Welcome to the Per| Files displays all your Elwery mauoml

Diary displays booked |

message
You can use the plat] matters & disputes bw the list of Fil allocations/appointments [ those Matters, view
a Diary of Al - provides /
The New provides for lodgment of appl and forms.

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

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

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

Files page

oolbar along the top.

The tabs always display along the top whatever page you're in, so you can find your way back using the

User Profile displays your
current contact details with
the Commission

Logout when you are
finished using Pathway
Portal

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

[ Fites

A [ new apptication/Form =

@ Diary

= Matter Summary
Recent Activities @ ~
Saima Norris @ ~

g Temporary Applications are:
« Saved drafts

Pending applications
waiting to be registered by
the Commission

* Temporary Applications @ ~

Saima Norris @ ~

Mater Number

ORefresh

Expiing Or

J Last Updated
s /

1s/zoze zonvzoze

("~ Unassigned Reply Requests are \.__
reply requests from the s
Commission yet to be assigned
in your organisation

Unassigned Reply Requests @ ¥ .
T SgignTo
ima Nores

Matter number format is:
M249/22-01-1

r. == =

soskcan] osoResy s
[ R ned reply requests
My Reply Requests are your | |
assigned Reply Requests My Reply Requests @ ~ M = Motor P This is 1
. Saima Norris @ ~ Accident kil application
% -~ sl f this type
| i i s MO1 Medical e _VP n
Active Files are active disputes L ACS“VE F;:E - on this
s : . wumbe
you are associated with —= aima g number matter |/
r 011 QBE-MA v Karen Stu - —

o Application Type Next Allacation Type Atlosation Date Allcation Time

Allocation Durstion

20022 Foum M1

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

\KRece nt Activities

Recent Activities displays any
new applications, documents or
messages that have been added
since you last logged into the
Portal. The oldest activities
display at the top of the list and
the newest activities display at

+thAa hattamm Af tha lict

Closed Files® ~
Saima Norris @ ~

Closed Files display for 30 days

M260/22-31- o King v AAMI-MA

Dato i

wiz022

a2
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Filter Active Files

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

e use Ctrl+F
e or use Advanced button.

Instruction

Use Ctrl+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.

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

» Asearch box displays.

Screen

& WETEoTe, Isla Innes

> Fites ﬁ Diary (= Logout

= Matter Summary

Recent Activities ® ~ atnes x x
Islalnnes @ ~
Temporary Applications @ ~
Islalnnes @ ~
Unassigned Reply Requests @ ~
Assign To
Isla Innes ~ & Assign
‘Application Number Application Type Applicant Respondent Date Requested Date Reply Due Assign
There are o unassigned reply requests
My Reply Requests @ ~

Islalnnes @ ~

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

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

9/03/2023 Form M12-Damages assessment

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

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

» The occurrence jumped to, is
highlighted orange

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

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

Party name example

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

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

Islalnnes @ ~

Active Files®@ ~
Isla Innes @ ~
M153/231241 Gino Lilliv Umbrella Insurance

Dete Filed Applcation Type e 2" number is how Click down arrow to jump
o022 Ferm 12 Dormeges ssessment omd  Many times text was to next occurrence (if
e found on page applicable)
Date Filed Application Type Issue/Dispute Next Allocation Type Allocation Date Allocation Time Allocation Duration
Type
180772023 Form MOT-Madicol assessment Deresot
permanent
impairmant
Date Filed Appli Allocation Date Allocation Time Allocation Duration

Issue/Dispute ~ Next Allocation Type
Type

18/07/2023 Degrec of
m:

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

Date Filed Application Type Allocation Date Allocation Time Allocation Duration

All occurrences on the
page are highlighted

19/07/2023 Form MO1-Medical assos

Pathway Portal Legal Representative User Guide
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Instruction

Matter number example

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

Use Advanced button

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

To filter Active Files:

1. Click Advanced.

2. Type search text:

»  For Application Number, you must
type the full 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.

Screen

Islalnnes @ ~

Active Files@ ~
Islalnnes @ ~
M153/23-12-1 Gino Lilli v Umbrella Insurance

Dato Filed Application Type Issue/Dispute  Next Allocation Type Allocation Date ‘Allocation Time Allocation Duration
Tye
9/03/2023 Form M12-Damages assessment Demages

assessment

M268/23-01-1 Rita Reggio v Umbrella Insurance

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

18/07/2023 Form M1 -Medical assessment Degreeof
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

Active Files® ~
oioita |

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

1910772023 Form MO1-Medical assessment "

Party Name.

View Allocation Date From ~ Allacation Date To
® My Matters O Matters 'm linked to [: ] =]

Matters I’'m linked to
displays matters where you
MIBS/ER;i2 Qo LY nbrs g are a secondary contact

IslaInnes @ ~

Date Filed Application Tk, ion Type. Allocation Date. Allocation Time Allocation Duration

9/03/2023 F

» The files that match your
criteria display.

Active Files® ~
Islalnnes @ ~

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

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

Pathway Portal Legal Representative User Guide
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Instruction Screen

No files listed after Advanced Active Files @ ~

SearCh Isla Innes .

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

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

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

Matter Details

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

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

= Fites

€2 iy
= Matter Details

(® Logout

Application Forms €
oo Fiad pr—— Floa 8y Nama FioaByType Stas
oaz0zs Formiz-Damagesssessman . Laat Oven
aoazozs ot et vty oGttt oven Click New Message to
MI5372572- GinoLilly Umbrella nsurance
create a new message
DateFled  Apptcation Type [ — Staus Next Atocaton Aomicatenwner R e
[ — prems— o et Eten thread for this application
parties @
paty e partyama Fary T paty Cotat
Respondent [ ——
Gl Clamant oi000000 i Click Assign Barrister to
L) = give a Barrister visibility of
Aoptction Cotegory Sutiect Sonder OsterTins Sent the matter
documents @
Click any blue heading to Document Date it Document Catogry andType Flaamo raated o
o UbertyLawers Addtonal documat-Other OUMMY DOCUMENT FOR LEARNING PURPOSES 91d0cx MISa23121, Sander berty Lawyers-Recipnt
sort by that column

poral MIS323.123 Sondon Poral-Recient

ol lactronc Apatcatonor: Saslad otor Accidnt Ry 220308.000324 01 WIS23.123 Sndor Foral-Reciont

Lolatovet prr—

cossment-bundie clims bondle o

MIS3/23.124,09/0372023%: Form M12-Damags assassmont

Click blue document date
link to download, then
view document

Graco Gilbert Reply-Clams assossmont-bundie recly bundiepot MIS3/23-12, 0910312023 Motor Acident Reply

A [ vowappicatonForm- = Fiies Diary Click New Form to lodge a
new application for this
matter (eg Review)

= Matter Details DiewForm

Aeplcston Typo Fiod ByRtame. Find By Troo Statun
Form 01 -Medtcat sssessmer Logass Tracing

om0 wss

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

parties € Click Assign Barrister to
Pary Rola Pacty oo Py Ty Pty ontact [m— —L add counsel

Respandant [rE——— e 5chame Apws uress. raneg

Soplcont e — . oanzzeass Wbery Lowyers 1raning Legas, 042056660

Messagos @

Click any blue heading to o Categry Sublect Sonder OatofTine Sort

sort by that Column M241723.01.2.Form WO Medicat assessmont For Action e B SusanLm 10/052023 305 PM
[T T p— wa Reavest 0samtioe [Rrem— ooz sap
Fraame oot To
Click blue document P— som
el s

date link to download,
then view document

Outeome 07 Prysical T8 W1 1231123.01.2 08/05/202%: Wedieal xamination
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Diary

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

A

D New Application/Form ~ E Files

i= Weekly Diary -List
Start Date* User Name

24/02/2023 [

& Benjamin Bution x

Next Week ©
Allocation Type

Atte

Weekly Diary -List

Date Matter Number ~ Matter Name

27/02/2023 - M120/23 Sheryl Pan v mylnsure
Mon

Venue Name Location  Mode of Allocation  Time Duration
Medical examination  Sheryl Pan (Claimant), mylnsure (Insurer / Scheme Agent) Huffman Sydney Clinic SYDNEY  Venue

4:00 PM 1 hour

Pathway Portal Legal Representative User Guide
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Lodge a new application

Overview

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

L &b &

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

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

e Notice to parties
< Continue to provide one single,

e Claim Details = .
. . . 3 indexed and paginated
e Claimant Details and Legal Representative details e T e
e Insurer Details and Legal Representative details
e Supporting Documents (help text varies per application) <= Temporary application is a new
concept

e  C(Certification and Signature.

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.
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What application forms can be submitted?

Forms and schemes

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

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

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

P02 Notice of Ceasing to Act

P03 Notice of Change of Legal Representatives

PO4 Notice of Representation

PO5 Direction for Production

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

How to lodge a new application

In the following example Grace Gilbert who is the Legal Representative for the Claimant is lodging a New
Motor Accident Application on behalf of the Claimant.

Instruction ‘ Page

New Application Form
ﬁf cmeio~ Pathway Portal & Welcome, Grace Gilbert

20. Click on the New Application Form and select 0 e 0
New Motor Accident Application. =

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

Motor Accident Application - Notice

Bl s

to Pa[’ties Motor Accident Application -Notice to Parties

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

22. Click Next.

» The Motor Accident Application - Claim
Details page displays.
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Instruction

Motor Accident Application - Claim
Details

23. Complete the details as follows:
e 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.

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

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

e  Who is the claim against? - Select either:
An Insurer, A Corporation or An
Individual.

Note: Depending on who the claim is against will
determine the additional fields that you are
required to complete.

e  Which Insurer is managing the Claim? —
Select the Insurer from the drop-down
menu. (If Insurer has been selected in
previous question).

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

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

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

‘Page

make sure that it is correct.

matched claim.

Matching the claim number to the Universal Claims Database

e 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.
e If the Claim has not been found, it will display in red. You should check the Claim number again and

e If you are satisfied that it is correct, there will be another check box that you can tick Proceed without

Pathway Portal Legal Representative User Guide
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Instruction

Application Details

24. Complete the following:

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

» The Matters in Dispute page displays.

Matters in Dispute

25. Select the relevant disputes.

Filed By

26. Filed by Name — Type in your name/name of
the Legal Representative.

27. Filed by Party — Select Claimant Legal
Representative.

Legal Incapacity

28. Is the claimant under legal incapacity? —
Select No to continue.

29. Click Next.

» The Claimant Details page displays.

Legal Incapacity

Note: If you selected Yes to the first question - Is the Claimant under legal incapacity? and then selected No to
— Has the Commission appointed to an Appointed Representative previously? You won’t be able to continue
with the application because you need to lodge an Appointed Representative application first.

Pathway Portal Legal Representative User Guide
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Instruction

Claimant Details

30. Complete the Claimant Details as follows:

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

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

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

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

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

e Address — Type in the relevant fields.

¢ International Address — Tick if applicable.

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

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

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

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

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

‘Page

Form MO1-Claimant Details

Interpreter

31. 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

Tanguage of Ierpreter”

Pathway Portal Legal Representative User Guide
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Instruction
Claimant Legal Representative

Detalls

32. Complete the details as follows:

e Existing Representative — Select from the
drop-down menu if available.

e  Firm or Organisation — If you are
representing the Claimant, these details
should auto populate. Otherwise
populate if required.

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

e DX Address —Select if applicable.

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

‘ Page

e Check the Contact Name that has auto-
populated. The person named is the
Primary Contact for this Matter. If the
auto-populated name is not correct,
select the blank row in the Existing
Representative drop-down menu and
manually enter the contact name and
details.

e If you are completing this application on
behalf of the lawyer who is managing the
application, you will need to enter their
name as the Contact Name.

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

e Contact Surname — Populate the Primary
contact’s surname.

e Contact Given Name (s) — Populate the
Primary contact’s given name

e Contact Teleconference Number — Type
in the best contact number for
Teleconference.

e Contact Phone —Type in any other
contact numbers.

e Email — Populate the Primary contact’s
email address.

e Reference Number — Populate as
required.

Claimant Legal Representative Details

Existing Representat

ContactPhon
| [oesmzeas

Reference Nus
| | noosd
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33. Click Next.
» The Insurer Details page displays.

Instruction

Form MOIT- Insurer Details

34. These details will auto populate because the
Insurer was selected on the first page.

‘Page

Form MO1-Insurer Details

involved. select Add Additional |

Claim Number
360006562301

DX Adress
Postal Address d
101A Bathurst Street

sooner | [nsw =

d

Insurer Details continued

35. Complete the details as follows:

e Scroll down to add the Contact details if
there is a particular contact for this
Insurer and claim.

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

. Contact Phone
0466777999

Contact Email

e Addinthe Insurer Legal Representative
Details name and address details.

Insurer Legal Representative Details

e Addinthe Insurer Legal Representative
contact details.

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

36. 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.

Contact Phone
0411555999

Email Reference Number
benjamin buttonayopmail com BESI9/23

Pathway Portal Legal Representative User Guide
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Instruction
Degree of Permanent Impairment

Dispute Referral

37. 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

38. 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

39. Add in any Related Application Details if
applicable.

Related Application Details

Other Dispute Details

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

41. Click Next.

» The Supporting Documents page displays.

Pathway Portal Legal Representative User Guide
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Instruction

H Form MO1-Supporting Documents
Supporting Documents —

The Supporting Documents page provides Supporting Documents
information a bout What you need to |0dge fOr :u::::::n::::::;:: wish to rely on as a paginated and indexed bundle
certain application types. - Appointed representative: f yo ae odging & appanted epresantative appicaton please upload SUppoTENg vidence of e selecied meapacty s (69

certificate, Guardianship Order or Financial Management Order)
« Merit review: if the amount of weekly compensation or statutory benefs is in dispute, you must include a schedule of eamings in the approved form. The appr
Schedule of Eamings form is available here = Motor accidents forms

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

Note: Supporting evidence is to be submitted as a o=

Surveillance recordings in medical assessment proceedings: if you are including a surveillance recording, under rule 109 of the Personal Injury Commissi
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(24).
single indexed and paginated bundle & should not
| Drag and drop one or more files here
H H H™ H (or onto an existing Document Category/Type to upload one or more documents against that Document Category/Type)
exceed 500 pages on certain initiating 5

applications. (Refer to PIC Rule 67)

;
42. Click Upload or drag and drop the documents —

onto the page.

43. Select the document and click Open. - ' T —

5 200208000075 0.

& 2008000077000

uat-migration.nswpic.sheit.com.au says

Pathy T tots numberof pages (1464 i thesubmited Sportng & Wielcome, Test Lawyer

Note: If the supporting document exceeds 500

pages a warning message will be displayed. e e B S e ro—

- . . L Form MO1-S
Continuing to submit may result in the application g "Pr o

being rejected by the Commission.
Form MO1-Supporting Documents
To correct, re-upload supporting document under

500 pages. el

iny Rule 67C.

Dispute types excluded from the 500-page limit
are:

e Medical reviews and appeals

e  Merit reviews and merit review panels

e Settlement approvals

e Presidential appeals

e Expedited assessments

e  Certain work injury damages disputes
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What are the document

requirements?

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

44. 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.

When you need to add more than
500 pages of supporting documents
to your initiating application

45. Tick Lodge Additional Documents
46. Click Next.

The Service and Consent page displays.

L View | AClear @ Remove

Drag and drop one or more files here.
(or onto an existing Document Category/Type
or click the upload b

that Document

Lodge Additional Documents

@ Previous oy Seve Dratt | [ Submit Next©

Lodge Additional Documents

47. 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.
48. Click Next.

» The Supporting Documents page displays

49. Upload your additional documents.

50. Add in the Document Details.

51. Click Next.

Form MO1-Application to Lodge Additional Documents
Servieeandcunsem e

ment, then please include the sarliest dates.

28/10/2024.

Have the AdditionBl Doc each party o
the documer

for Additional D late to medical

2021, Pro

Submissi
‘ ‘Additional Document

pplication to Lodge Additional Documents addressing the requirements of rule 67C of the Persanal Ijury Commission Rules 2021"

Q@ Previous
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Instruction ‘ Page

Form MOT - 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

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

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

e  Click the PDF icon to view the draft.

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

Form MOT1-Certification and Signature

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 MO1-Notice to Parties

1t Kant to make an appication t resolve a dispute about a motor accident. Before you begin, you nead fo agree to our terms and

Jocember 2017, e Personal i
relatng o an
7.47(2)of the Motor

Submit

53. 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.

Pathway Portal Legal Representative User Guide

25



Instruction

Form MO] - Medical Assessment

& elcome, Grace Gilbert

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

Temporary Applications | —
Grace Gilbert @ ~

55. Go to Files and Temporary Applications to P e
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.
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Temporary Applications

N D arm Applcation/Form *

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

Temporary Applications @ =

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

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

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

What happens next?
e The next step of the process is that the Commission will review and check the application and register
it.
e The application is no longer temporary, it has now been converted to a full matter with a full matter
number

e The Registry team will send you an email
e The application will now display in the Recent Activities section and Active Files.

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

Instruction

Notification of rejected temporary
application

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

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

& Matter Summary
Recent Activities @ ~
Lola Level @ ¥

Temporary Applications @ ~
Lola Level @ ~

& Welcome, Lola Level

To resubmit rejected application:

57. Complete the following:

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

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

@ PIC 11 Comase - UAT <nswpicuat@sbitcom.au>
To O MaxRice

| | > o | ]

Fi19/05/2023 15 AM

[cAUTION

Temporary Applicaton reected

Application Detals

Applcant:MiaxRice
Respondent: Umbrella Insurance
Date Lodged: 19/05/2023

Supporting evidence

742675,

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

0000000}

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

& Welcome, Benjamin Button

 December 2017,

yury Commission aperson
accident which occurred on or after i date, by agreeing o these terms and condiions you declare you

2017.

Aperson under legalincapaciy includes:

+ 3 chilg underthe age of 18 years, and

of the Ments!

ang

+ aperson
.a

g of
sw

"
2009, and

+_an incommunicate person, being a person who has such a physical of mental disabity that e o she is unabl to receive communications.or express his o her il with

ofthe N
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Instruction

61.

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,

62.
63.
64.
65.

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

Supporting Documents

o Save Draft | |

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

PLEASE NOTE THE FOLLOWING:

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

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

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

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

Drag and drop one or more files here
load d against that Document Category/Type)

or click the upload button to browse for a file.

& Upload

Lodge Additional Documents

Ay Save Draft Submit I

66.

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

A [ NewnoplicationForm~ £ Fies [ Diary (® Logout

Form MOT1-Certification and Signature
= e Saveratt. | E)Subimit

Certification and Signature

I dectare that.to the best of my knowledge.

Date Signed

Application Signed 22/05/2023 |

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 @ ~ O Retrest
Benjamin Button @ ~
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Replies

How to complete a Reply - Respondent

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

(% Q @’@@ 8}

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

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

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

which: (:> Assigning a reply request to
someone is a new concept

e Displaysin the Temporary Applications section of Pathway
Portal < Reply is a Temporary application

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

Reply Request Notification

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

Personal Injury Commission - F-M166/23-03-1 - Betty Kish v Umbrella Insurance - Request Reply

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

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

Dear Umbrella Insurance,
Claimant name: Betty Kish

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

Insurer claim number: BK123

Insurer Representative Reference:

Claimant Representative Reference:

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

Your Reply is due by 29 April 2023

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

Yours sincerely,

Personal Injury Commission

WWW.pi.nsw.gov.au

Pathway Portal Legal Representative User Guide
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How to Assign the Reply Request

Instruction

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

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

e  Tick Assign box

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

e  Click Assign.

Note: Be mindful of the Date Reply Due.

‘Page

Pathway Portal

& Welcome, Sally Smith

= Matter Summary
Recent Activities € ~ Sy sman .
Sally Smith € ~

Temporary Applications @
Sally Smith @ ~

Unassigned Reply Requests @ ~

How to complete a Reply

Instruction

My Reply Requests are your assigned Reply
Requests

67. To respond 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.

68. This will generate the Motor Accident
Application — Reply form which you need to

complete and submit.

Note: Be mindful of the Date Reply Due

& Welcome, Sally Smith

= Matter Summary
Recent Activities @ ~ prr—
Sally Smith € ~

Temporary Applications @ ~
Sally Smith @ ~

ssssssss

==
Unassigned Reply Requests @ ~ ==
=

rn

Aoplcaton umber AosticatenTipe Aoplesnt Resoondent DateRoauested DateRepty Dve

Thers re nomassigred ey reqests

My Reply Requests @ ~
Sally Smith @ ~
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Instruction

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

ot it Pathway Portal

& welcome, Max Rice

A [ NewsopiicationForm - P Fles [ Dlary (# Logout

Motor Accident Application-Reply-Notice to Parties

Notice to Partios (=]
Terms and Condltions of Use
, uses
cotver e o sccicent. Befers 1ou beqn, ol need 1 qres o cur erms snd
<ondors
Logal Incagectty
ar xcioents e Gecued on o a1 Qegemaee 2017, e Fersons ssi 1ads by 8 serson
undr 503l icagacty 1 you are making an et sate ana o
ora o 1 Section 7 472 ofthe At inss Act 2017

Apsrscny i bogal mcapacily s

Ty il which ecxared on or e 1 Decenng
PICIO te sppoiled e thei Apgonted Representate

I 101 Y04 150UTE! Tt the PAG:acs 50, I I 15 Ga6irabla to 80 56 Bacsarat tha

70. 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.

71. Click Next.

Motor Accident Application-Reply - Reply

Application Details.
[r—— Pr——
ez | [ Form bz camagas ssaasmars
P oot
[oT——— =

Filed By

Filed by Name’
Mz e

Fild by party

Ciaimant Logal Roprosantative
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Instruction

72. Complete the Claimant Details page and Legal
Representative page / Insurer Details page
and Legal Representative page.

73. Check the Contact Name that has auto-
populated. The person named is the Primary
Contact for this Matter. If the auto-populated
name is not correct, select the blank row in
the Existing Representative drop-down menu
and manually enter the contact name and
details.

If you are completing the Reply on behalf of the
lawyer who is managing the matter, you will need
to enter their name as the Contact Name.

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

Insurer Legal Representative Details

D DX Address

Postal Ad:

(100 o

subur sioe Poscods
[ amis now 2150

Australia v

Contact Phone

0281237890

Reference Number
NH:2323

Q@ Previous r Save Drat | [2)Submit

74. 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

Note: Supporting documentation is limited to documents that have been exchanged between the parties as and when required by the Workplace Injury Man
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

P that Document Category/Type)
or click the upload button to browse for a fle.

& Upload

Lodge Additional Documents

75. 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 Signatur
m Ar Saw

Certification and Signature

B e
and disclosure and exche

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

A [ NewasplicstionForm~ = Files

ml’w'y
Motor Accident Reply

The F 51 12.26:58 PM on Fridsy, 19 May 2023

The fer = 230518000476

Please record this number for future e Matter Summary Page via the Menu above.
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How to view the Reply

Reply registered email notification

When a reply is submitted, it will be reviewed and registered or rejected if it not compliant.

When a reply has been registered the Commission Registry team send an acceptance email to the:

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

Personal Injury Commission - M166/23 - Betty Kish v Umbrella Insurance — Reply Registered

&
@ PIC v11 Comcase - Training <nswpictraining@sbcit.com.au> ‘ © Reply ‘ © Reply Al ‘ = Tonward ‘ E

To Umbrella Insurance;  Lola Level - Timeless Lawyers (Representative) Sat 8/04/2023 4:47 PM

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

Reply registered

This email confirms a Reply to the above application has been registered by the Personal Injury Commission and is available on the Pathway Portal.
If you have any questions, please contact the Personal Injury Commission on 1800 742 679.

Yours sincerely,

Personal Injury Commission
WWW.pi.nsw.gov.au

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

Instruction

View the Reply

# [ omroniconrin > rie (3] vy

The Documents section lists the: £ Matter Details -
Application Forms @
e Sealed reply form — ey — e res
e Reply document bundle e
. . Porties @ [ rsin v
1. Click the blue document date link to 5 v T
download and view the document. m— S - —
=

Sondor DutaTime Sent

Pamel Allen 1803202312477

FronFreicel 150320231135 4

FranFrecal TS0

RelsedTo

149723014, Sendr Poral-Recient

14972301, Seder Portl-Reci

L Lot Apicaton Modeol dsputo bunse 149723 011, 080312023 Form MOT-Modical sssment

a0 GraceGlbert  Reply-Medaldispte-tonde MI49/23.014, 08032023 oor Acecen Rty
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Messages

How to send a message

Instruction

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

From the Matter Details page:

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

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

‘Page

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

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

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

4. Type the Message body.

& Messages

Mossago Throed
o
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How to view messages
You may receive new messages from the other party or the Commission.

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

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

New badge indicates
a new message in the
thread

Messoges €

Application

For Action

M2000B23 641 Form M6+ Spee

MZD00B23 641 Form MBS

9062023

For Actier

90672023 252 A
M2000623 641 Form M6+ Spec For Action

91062023 250 AW

Category for incoming
messages will be:

Click blue subject link to

Click to toggle between:
° view and respond to the View All Messages —
® message Which includes closed
°

threads.

N/A Category indicates thread
was initiated hv von

View Open Messages —
which only displays

Kthreads that are open J
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How to respond to messages
The most recent messages display at the top of the thread.
1. Type response to Message and click Send.

& Messages

Message Thread (%)

Originator

| Ben Jerry (Claimant)

Subject

| Additional Information Required

Message Thread Category

| A v Thread Closed

Participants
Personal Injury Commission

Ben Jerry -Claimant Test Legal Firm -Corporation
8 Print Message Thread
New Message (2}
Message
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 | | 29r10/2024 11:57:12 AM M
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How to download a message thread

You can download message threads from Pathway Portal.

Instruction

1. From the Matter Details page click the . 8

blue subject link to view message thread. O newsopicatanom= = rios () oy

& Welcome, Isla Innes

(@ Logout

10772023

72023 nzo8z3.011

14268/23-01-1 Rita Roggio v Umbrolla Insuranco

e

DateFled  Applcation Type ssuelDisputs Type Status Next Allocaton Applcaton Owner
72023 -
parties @

Porty Tyme PortyGontact Reprosentate

" nnes,

Claimant 0400000100

Loty Lawyors (Sally Smith, 0411999999)

FledBy Type Stotis

2. Click the Print Message Thread button.

& Messages

Message Thread

Is there a medical rferral or this?

New Mossage

Mossage

& Upload

‘SontonBonalf Of
Pamela Allon (Porsonal Injury Commission)

Messa

aaaaa (nsurer / Scheme Agent)

Pathway Portal

[ New applicationsForm =~ £ Fies () piery

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

Sendor
Pamela Allen

& Welcome, Isla Innes

(@ Logout

Theead Closed

Umbrella insurance- Insurer / Scheme Agent

Date/Time Sent
2108/2023 9:18:53 Al
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Instruction

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

Printed from Pathway Portal by Umbrella Insurance

Date Printed: 2/08/2023 9:20:14 AM

‘ M268/23 - Rita Reggio v Umbrella Insurance
Dorsonal ohury M268/23-01-1 - Form M01 - Medical assessment

v Samm Wi Commissi ion

Originator
Umbrella Insurance (Insurer / Scheme Agent)

Subject
Is there a medical rferral for this?

Message Thread Category
NA

Participants
Personal Inj 3 , Umbrella Insurance - Insurer / Scheme Agent
Message: Pamela Allen (| Injury C 09:18:53 AM
Sonder
Pamela Alen

Sent on behalf of
Pamela Allen (Personal Injury Commission)

Message
Yes. I will share it with you.

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

Sender
Ista Innes

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

appointment.
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Case Management

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

&

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

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

e  The decision maker

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

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

Allocation email notification

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

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

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

Personal Injury Commission M153/23 Gino Lilli - Teleconference on 12/07/2023 at 9:00AM

} Reply € ReplyAll = Forward
PIC v11 Comcase - UAT <nswpicuat@sbcit.com.au>  Reply | © Reply owerd | |
To. O Liberty Lawyers Tue 11/07/2023 8:59 AM
e calond
3K8 ]
[ - - isation. Do not click links or open attachments unless you recognise the sender and know the content s safe.]

Dear Liberty Lawyers, Microsoft Outiook x

‘The Commission has Booked the following appointment: 3 Add this Internet Calendar to Outlook?

You should only open calendars from sources you know and trust.
Matter Details:

Matter Number: M153/23 mn;}n;zw;: et Loz
Insurer claim number: 360005640201 il

Claimant: Gino Lilli -
Yes

Legal Representative: Timeless Lawyers

Insurer / Scheme Agent Details:
Insurer / Scheme Agent Name: Umbrella Insurance
Legal Representative: Liberty Lawyers

Appointment Details:

Service Provider: Rebecca Ross

Type of Appointment: Teleconference

Appointment Date and Start Time: 12/07/2023 9:00AM

Duration: 1 hour

Location Type: Teleconference

Attendees: Legal Rep (Claimant), Legal Rep (Insurer / Scheme Agent)

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 appoi is not 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.

Decision Maker is the member
or medical assessor

Allocations.

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

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

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

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

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

Lodge
application

Register

application Receive reply

]

Q / @Q?‘@

Resolve &
close

Assess &
decide

Case
management

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

e Seals the outcome document

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

available on Pathway Portal.

Decision available email notification

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

) P & =
PIC v11 Comease - UAT <nswpicuatiisheit com aus D Renly | %) Reply Al Forwerd ‘ L]
To - Max Rice dIndividual); . Robert Taylor - NSW Insurance (Insurer / Scheme Agent) Tue 1440

023 343 PM

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

Reply | 4y Rephy M [— I
FIL V11 Comcase - Training ~<nsgiclrsining Bsbetcom.au= © Praty | 4 ety | L]
% Lt ; £ Vil Uil — frpet.

TCAUTICH; Th
contentis safe |

the sender and know the

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

Dear Parties,

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

Insurer claim number: ry098

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

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

Yours sincerely,
Personal Injury Commission

www.pi.nsw.gov.au

This email including any attached files, is intended solely for the addressee named and may contain canfidential information,

Any views expressed are those of the individual sender and are not necessarily the views of the Personal Injury Commission,
If you are not the intended recipient, please delete it and notify the Commission on 1800 742 679,

Pathway Portal Legal Representative User Guide

Claimant name: Cris Abu
Agplication Number: M162/23-01-1
Insurer claim number: CALZY
Insurer Representative Reference:

Claimant Representative Reference:

Decision available Cris Abu

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

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

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

Publication of decisions:

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

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

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

Yours sincerely,

Personal Injury Commission
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How to view the Outcome Document

Instruction

From the Matter Details page, scroll down to

Documents

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

2. Click the downloaded document to view.
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How to lodge an application for a Review

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

Instruction

To lodge a review, complete the following:

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

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

‘Page

@«

=1

£ 0oy

| &> Matter Details

| Appication Forms €

ccccc

02203

| romzznes

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

77. The Form Claim Details displays.

[0 How Aot~ B> s

Motor Accident Application-Notice to Parties

Notice to Parties (2]

Terms and Conditions of Use
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Claim Details

4. Complete the Claim Details as follows:

e Populate the Claim Details
e Select the Application Type

This example selects M02 — Review of medical
assessment

e Tick relevant Matters in Dispute

e Filed by Party — Select as
appropriate.

e Legal Incapacity — Select as
appropriate.

5. Click Next.

78. The Claimant Details page displays.

Form M02 -Claim Details

Claim Details >

o individual, applicable’ for

- 1fthis claim Ifthe Insurer is not fsted, you can
enter the Getai's on the third page of the application under ‘Insurer detail'

Date of Accident’
2610272020 £

Claimant Date of Sirth*
250081953 |

Umbrela Insurance

How to lodge an application for a Review continued

Instruction

Claimant Details

6. Populate the Claimant Details page.

7. When done click Next.

‘Page

Form MO2 - Claimant Details

Existing Party
Phan, Polly

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

s

8. Check the Contact Name that has auto-
populated. The person named is the Primary
Contact for this Matter. If the auto-populated
name is not correct, select the blank row in
the Existing Representative drop-down menu
and manually enter the contact name and
details.

9. If you are completing the application on
behalf of the lawyer who is managing the
matter, you will need to enter their name as
the Contact Name.

Suburb® State Postcode

[nsw a0

[czanzzm

Email Reference Number

[ nanartsongyopmatcam rossl

@ Previous r Save Draft | [B) Submit
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Note: This is essential, so that the correct person
from your firm is added as the Primary contact for
this matter.

79. The Insurer Details page displays.

Instruction

Insurer Details

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

11. Click Next.

‘Page

Form MO2-Insurer Details

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

12. Check the Contact Name that has auto-
populated. The person named is the Primary
Contact for this Matter. If the auto-populated
name is not correct, select the blank row in
the Existing Representative drop-down menu
and manually enter the contact name and
details.

13. If you are completing the application on
behalf of the lawyer who is managing the
matter, you will need to enter their name as
the Contact Name.

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

80. The Form MO02 - Panel Review of single
medical assessment page displays if this is the
application that was selected.

Contact s
ozarzarase [cesrzaraso )

Email Reference Number
ninahs

—— [ 2oz )

@ Previous
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Instruction

Form MOZ2 - Panel Review of single
medical assessment

14. 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.

15. Click Next.

81. The Supporting Documents page displays.

‘Page

Form MO2 -Panel Review of single medical assessment

Matter Number of Previous Dacision”

Miazs Previous Decision not available for selsction

Previous Decision”

Dateof
20022023 | &5

Was a combined cortficato issuod?"
Yes ® No

Yos ® No

Supporting Documents

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

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

16. Click Next

83. The Certification and Signature page displays.

Form MO02 -Supporting Documents

=1 ) Submit
Supporting Documents )

PLEASE NOTE THE FOLLOWING:

1y types (.9, Bith

form. Tho approved

under ule 109 of Rules.
and you must comply with rue 109(24).

Certification and Signature

17. Read and tick the acknowledgments.
18. Click Save Draft if application needs to be
reviewed internally before being submitted to

the Commission.

19. Click Submit.

I doclare that, o the best of my knowladge,

Date Signed

Application Signed 141032023 | 28

Pathway Portal Legal Representative User Guide
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What happens after Submit?

Temporary Applications @ ¥

Grace Gilbert @ ~ & retresn
The Review Temporary Application displays with a ot e
Status of Pending until it is registered by the
Commission.

Once the application is registered it displays within B e pathway Portal & o e er
the matter details for the originating dispute and 12 e ovemoron B e 8 o ©
has matter number prefixed with R. ”f;"ia;‘i’ Details

woz202s Form MO Mo

o2

—
— e

M114723.011 Poly Phan v Umbrela nsuranco

OuteFied  ApplcatonType Stats NoxtAlocation  Applicaton Ownar

FoM114/23.02-1 Umbrella nsurance v Polly Phan

DnoFied  AvpilcatonType

Sots Nt Allocation Applcation Owner
2002202

Mty Hoana
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Lodge an application for a Further Assessment

How to lodge an Application for a Further Assessment

Instruction

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.

‘Page

Py £ Ftes ) Diary

= Matter Details

| Application Forms €

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.

84. The Motor Accident Application — Claim
Details page displays.

dless of whether or request that the PIC

Motor Accident Application - Claim
Details

4. Complete the Claim Details as follows:
e Application Type
e  Matters in Dispute
e Filed by Party

e Isthe claimant under legal capacity?

This example selects M03 — Further medical
assessment

5. Click Next.

85. The Claimant Details page displays.

Motor Accident Application-Claim Details
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Instruction ‘ Page

Claimant Details

Form MO3 -Claimant Details
6. Populate the Claimant Details page.
Note: You can select the Existing Party and the S EE—

Existing Representative from drop down to quickly
populate.

7. Check the Contact Name that has auto- (

populated. The person named is the Primary oo & =N
Contact for this Matter. If the auto-populated P (e
name is not correct, select the blank row in i
the Existing Representative drop-down menu
and manually enter the contact name and
details.

Gontat hone
[ceomezss [ceemzzss

Email Reference Number

[E—— wissed

8. If you are completing the application on —
behalf of the lawyer who is managing the
matter, you will need to enter their name as
the Contact Name.

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

9. Click Next.

86. The Insurer Details page displays.
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Instruction

Insurer Details

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

Form MO3-Insurer Details

Pages ~

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.

Existing Party
Umbrela Insurance
Organisation Name*
Unbrela Insurance
Branch Name

Sydney

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

11. Check the Contact Name that has auto-
populated. The person named is the Primary
Contact for this Matter. If the auto-populated
name is not correct, select the blank row in
the Existing Representative drop-down menu
and manually enter the contact name and
details.

12. If you are completing the application on
behalf of the lawyer who is managing the
matter, you will need to enter their name as
the Contact Name.

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

13. Click Next.

87. The Form MO03 — Further medical assessment
page displays if this is the application that was
selected.

Insurer Lezal Representative Details

Exist

Organisation Name*

[arisontovers

O Correspondence and documents to be sent to or served at address of representative

) DX Address

Postal Address™

[ oot sueet

subutr e Poscode
[vanmsean [nsw | [0

iematenat = S

Conoct hone
[czsismsso

[czssmssa

Email Reference Number

[ —— =

Ay Save Draft | [2) Submit
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Instruction

Further medical assessment

14. Complete the details as follows:

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

e Select the Previous Decision.

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

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

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

e Complete the rest of the page.

15. Click Next.

88. The Supporting Documents page displays.

Form MO3 - Further medical assessment

Yos ® No

15 you 3pplys
Additional relevant information about the injury ~

i # information atar
Daterioration of the injury
Haithes

Howis a5 19 be capable of haring. of sment?

more info here.

Supporting Documents

89. Upload relevant supporting documents
as a single indexed and paginated bundle that
does not exceed 500 pages.

16. Click Next.
90. The Certification and Signature page displays.

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

Form MO3 -Supporting Documents
=3

‘Supporting Documents

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

PLEASE NOTE THE FOLLOWING:

- Appointed representative: f you are lodging an appointed representatve application, please upload supporting evidence of the selected incapacity types (e.. Birt
cerificate, Guardianship Order or Financial Management Order)

« Merit review: if the amount of weekly compensation or stafutory benefis is in dispute. you must include a schedule of eamings 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 medical assessment

ifyou are including a under rule 109 of the Personal Injury Commission Ru|
2021, you must demonstrate that exceptional circumstances exist to allow this to be refered to a medical assessor and you must comply with rule 109(2A).

Drag and drop one or more files here
e to upload one or

or click the upload button to browse for a file.

& Upload

(or onto an existing Document

t that Document Category/Type)

Lodge Additional Documents

O Lodge additional documents

r Save Draft | [E)Submit

Certification and Signature

17. Read and tick the acknowledgments.

Then either:

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

the Commission.

19. Click Submit.

Form MO3-Certification and Signature

Certification and Signature

re that, to the best of my knowledge, the information given in this form s true and correct. | also give consent and authorisation for thefpollection, use
disclosure and exchange of personal and health infermation p

fedl in this form.

Date Signed

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

been submitted?
Instruction ‘ Page

Temporary Applications @ ~

The Further Assessment Temporary Application Grace Gilbert @

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

Once the application is registered it displays within Al e ==
the Matter Details for the originating dispute and
has matter number prefixed with F.
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Lodge Appointed Representative Application

How to lodge an Appointed Representative Application

For any 2017 Scheme applications, a claimant who is under a legal incapacity (such as a child) must have an

appointed representative.

The New Appointed Representative Application must be lodged and processed first.

Instruction

To lodge an Appointed Representative
Application, complete the following:

1. Select the New Appointed Representative
Application from the New Application/Form
menu.

» The Form 41 — Notice to Parties page displays.

You can use the platform to lodge a New Application/Form, view the st of Files or matters assigned 1o you, view specifc details of those Matters, view
a Diary X functions.

forlodgment of applh nd f

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

‘The Diary menu allows you ly jpeoming

The User Profile

Contact the Commission to update your details.

Form 4] - 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 Form M41 — Claim Details page displays.

Form M41-Notice to Parties

Notice to Parties. 2]

Terms and Conditions of Use

For Legal Pracii limiteg their empl

Eor other Portal users: Use this acsident.
condions.

Legal Incapacity

For after 1 the Personal
under legal incapaciy. If pication relating
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Instruction

Form M4] - Claim Details

Legal Incapacity section.

5. Select Yes to the question is the Claimant
of legal incapacity.

6. Click Next.

» The Form M41 - Claimant Details page
displays.

4. Populate the Claim Details, specifically the

under Legal Incapacity and indicate the type

Form M41-Claim Details

Date of Accident” Claiman

ety
vosz022 | g8 oozt | g

e |

) e i coud et o foud Proseed without maiched ciaim

errors. It t select the matched claim’ checkbox to continue with the

Filed by Name

oxice )
iy pary
Clamant Apaited Representtie )
Legal Incapacity

Form M4] - Claimant Details

7. Populate the Claimant Details page.

8. Populate Claimant Legal Representative
Details.

Form M41-Claimant Details

Claimant Details
Surame*
Olsen
Given Name(s)”
Mini
Tite Other Title Date of Birth*
12neroe &
O DX Address
Postal Addrese*
33 Hollywood Avenue

Suburb®

state Postcode
ULLADULLA Nsw 2539
Country
) International Address Tl w

Residential Address*
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Instruction

Claimant Legal Representative

Detalils

9. Complete the details as follows:

e Existing Representative — Select from the
drop-down menu if available.

e  Firm or Organisation — If you are
representing the Claimant, these details
should auto populate. Otherwise
populate if required.

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

e DX Address —Select if applicable.

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

10. Check the Contact Name that has auto-

populated. The person named is the Primary
Contact for this Matter. If the auto-populated
name is not correct, select the blank row in
the Existing Representative drop-down menu
and manually enter the contact name and
details.

11. If you are completing this application on
behalf of the lawyer who is managing the
application, you will need to enter their name
as the Contact Name.

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

e Contact Surname — Populate the Primary
contact’s surname.

e Contact Given Name (s) — Populate the
Primary contact’s given name

e Contact Teleconference Number — Type
in the best contact number for
Teleconference.

e Contact Phone —Type in any other
contact numbers.

e  Email — Populate the Primary contact’s
email address.

e Reference Number — Populate as
required.

12. Click Next.
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» The Form M41 - Appointed Representative
Details page displays.

Instruction ‘ Page

Form M4] - Appointed

Form M41-Appointed Representative Details
Representative Details

Appointed Representative Details

13. Populate the Appointed Representative
Details.

14. Click Next.

» The Form M41 - Insurer Details page
displays.

Form M4] - Insurer Details

15. Populate the Insurer Details page. “ —

16. Populate the Insurer Legal Representative
Details (as needed).

17. Click Next.

» The Form M41 — Supporting Documents page
displays.

Form M4] - Supporting Documents

A [ NewpplcationFom = = Files [ Diary
18. Click the Link to download the form for the
appointed representative to sign.

Form M41-Supporting Documents

19. Drag the completed form and evidence of oo
legal incapacity e.g., birth certificate into st
Supporting Documents area (or use Upload). -

or click the upload button to browse for a file.

20. Click Next.

Include Appointed representative —
form and incapacity evidence in single
indexed and paginated bundle

» The Form M41 - Certification and Signature
page displays.
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Instruction

Form M4] - Certification and

[ New AvplicationsForm =~ = Fites [} Diary

Signature

21. Read and tick the acknowledgments.

Date Signed
181032023 | £

Then either:

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

23. Click Submit.

What happens after the M41 Application has been submitted?

The Application displays in Temporary Application section of Files with Status of Pending until reviewed and
registered by the Commission.

You will be advised when a decision has been made regarding the Appointed Representative application.

Lodge Legal Representation / Agent Change

How to lodge a Legal Representation / Agent Change

Instruction ‘ Page

To lodge a Legal Representation / Agent Change,
complete the following:

1. Select the Legal Representation Change from
the New Application/Form menu.

nthly list of upcoming proceedings events (allocations).

‘The User Profile menu displays your current ded with Contact o update your detais.

» The Notice to Parties page displays.

cluding eLeaming modules and User Guides are available to help you leam how to use the Pathway Portal for

d User Guides here

Note: To lodge a Form P02 - Notice of Ceasing to
Act, you must lodge the form within the Matter
Details page.

> Matter Details ===

Attt @
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Notice to Parties

2. Read the Terms and Conditions.
3. Scroll to the bottom and click Next.

» The Application Details page displays.

Notice to Parties

Notice to Parties (2]
Terms and Conltions of Use

For Leoal Practiioners: Use is imited to Certied Australian Legal Practiioners o their hose useis fled Australian Legal Practtioners
For other Porll users: Use this form if you want o make an spplication o resolve a dispute about a molor accident. Before you begin, you need o agree 1o our terms and
conditions.

Legal Incapacity

For accidents which occurred on or after 1 December 2017, the Personal

(PIC) may decline ifthe application is made by & person
under legal incapacity. f you are making an epplication relating o en accident which occrred on or afer this date, by agreeing to these lerms and conditions you declare you
are not under legal incapacity as defined in Section 7.47(2) o the Hotor Accident Injuies Act 2017.

Aperson under legal incapaciy includes

« & chid under the age of 18 years, and

+ &n involuntary patient or forensic patient within the meaning of the Mental Health Act 2007, end

+ & person under guardianship within the meaning of the Mental Health Act 2007, and

+ & protected person withi the meaning of the NSW Trustee and Guardian Act 2009, and
an incommunicate person, being 2 person who has such a physical or mental disabilty that he or she is unable to receive communications, or express his or her wil, with
fespact fo s or her proparty or affais.

1fyou are lodging an application related to an accident which occurred on or after 1 December 2017 on benalfof Someone under legal incapacity, you wil need 1o apply o the.

More aboutthe way that the.

use and disclose your information is available a htps.pi.nsw.govaulresourcesiprivacy.

Agplications to the Commission to access and correct any personal information and health information should be made n witng to the Commission, Level 21, 1 Oxford
Sueel, Daringhurst, NSW, 2010

(=]

6

Application Details

4. Populate the Application Details.

5. Select the Application Type:

e Form P03 — Notice of Change of Legal
Representative / Agent
e Form P04 — Notice of Representation

. Click Next.

» The Party Represented page displays.

Legal Representation / Agent Change
o orrt | Esubit

(oo — — — — ——— o]

For Workers Compensation enter Matter Number.

For Motor Accidents enter Application Number.
Matter/Application Number
M22288/24-01-1

Claimant/Worker Surname” Date of Birth*

Jerry. noness | &
Claimant/Worker Given Namels)

Ben

Filed By
Filed by Name
Test Lawyer
Filed by Party’

Claimant Legal Representative

Application Type

Application Type"

Form PO3-Notice of Change of Legal Representative / Agent

Capacity to Act
Are there any restrictions or limitations on your capacity to act for the party?”

O Yes ® No

Restrictions/Limitations on Capacity to Act for Party

ratt. | [2)Submit

7.

8.

9.

Application Details

Populate the Representative Party Details.
Populate the New Representative Details.

Click Next.

The Former Representative / Agent Details
page displays.

Party Represented

I Represented Party Details I

Surname’

Jerry.
Given Namets)

Ben

Date of Bith
ooz | 4

New Representative Details

Existing Representative

Firm or Organisation

Test Legal Rep

O Correspondence and documents to be sent 1o or served at address of representative

DX Address
Postal Address'
10xford Street
Suburb* state Postcode
Darlinghurst Nsw. 2010
Country
International Address. Australia

Contact Surname
Lawyer

Contact Given Name(s)
Tost

Contact Teleconferance Number

(ptease provic sither a mobile o and ine where you can be contacted)” Contact Phone

0411222333

Email Reference Number
testlawyer@yopmail.com

Date Commenced to Act”

207102024 | 89
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Former Representative Details

10. Populate the Former Representative Details.
11. Populate the New Representative Details.
12. Click Next.

» The Former Representative / Agent Details
page displays.

Former Representative / Agent Details

(onttogal

Postal Adr
[ 1238 i e

Surtur Stte Postoode
[ FamrEtowesT [now a5

@yopmail.com

Date Ceased to Act”
2011012024 | &8

13. 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.

Signature

| declare that, lalso h for the collection, use and

Signature [>]
in thi
1 in this form,

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 Page

To lodge Submissions or other Correspondence:

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

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

A [ Newppliationrom~= = Fites {8 iary [ Logout

‘ Submission / Correspondence

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

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

process.

5. Click Submit.

Submission / Correspondence

N .
. Submission / Correspondence

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

A [ New AvplicationsForm -

D Submission / Correspondence Confirmation
o 150

= Fites

£ ey

PM on 1010572024

(® Logout

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

Temporary Documents @ ~
Testing Worker @ ~

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.
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Instruction

To lodge an additional document:

From the Matter Details page

2. Select New Form P01 — Application to Lodge
Additional Documents.

1. Click New Form and select the required form.

# Devsstcasonron 5 ries iy @ osmt

& Matter Details

Form POT - Notice to Parties

Read the Terms and Conditions.

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

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

Form PO1-Notice to Parties

Notice to Parties 2]

Ter of Use

EorLeg Useis imited L ortheir L

Eor other Portal users: Use this formif you want to make an application. Before you begin, you need 1o agree to our terms and conditons.
Using this form

The PIC may decine 1o accept an applicaton if it s mads ou of ime. If you are unsure of the timeframes for the dispute. please refer o the Personal Injury Commission
Rules. Altonatively, you can call he Personal Injury Commission on 1300 742 679,

Al mustbe. respect

Under section 307 of the Crimes Act 1900, you can be issued vilh & fine o vears, or both, for misieading
information i fis form

Assistance

fyou about complefing or please contact the Parsonal Injury Commission on 1300 742 679,

58 of the Personal, An application for

¥

App the Commission & personal be made in wiitng Level 21,1 Oxford
Street, Darfinghurst, NSW. 2010

Form POT7 - Application Details

16. Populate the Application Details page.

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

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

4. Populate Service and Consent (as needed).

5. Populate Reason in support of application
field.

6. Click Next.

Form PO1-Application to Lodge Additional Documents
r Save Dratt | E)Submit

Application Details

Relted Application
122288/24.011-Form W01 Mdical sssossmon ; |

Filed by Name*

Tos v |

Filed by Party”

Claimant Legal Representative

Next Allocation

Date of Next Allocation
[::]

Next Allocation Type

Decision Maker

Service and Consent
e lo b btained pos:

Date lodh

ol of the Additional Documents”

rule 67C of the Personal Injury Commission Rules 2021°

Srsmeoian | s

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

A [ NewApplcationForm = [ Fiies [ piary (® Logout

Form PO1-Lodge Additional Documents

Drag and drop one or m

o
or click the upload butt
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7. Add in the Document Details:

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

e  Author —Type in your name.

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

8. Click Next

Form PO1-Lodge Additional Documents

E i Save Draft | [E)Submit
Supporting Documents (2]

L View | @ Clear| ©Romove

& Upload

Then either:
10. Click Save Draft if application needs to be
reviewed internally before being submitted to

the Commission.

11. Click Submit.

9. Read and tick the acknowledgments.
Form PO1-Signature
=9 oo | @bt

Signature 2]

Ideclare that, to the best of

1als0 give consent and auth for the collection, use and

d [ 29102028 | 9
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How to apply for a matter to be referred to the Stood Over list
A party may apply for a matter to be referred to the Stood Over list:

e On particular application forms

e In their reply

e Through a message to the Commission.

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

Form M12-Damages assessment

¥z Save Draft | [ Submit

Claim for Damages

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

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

Best Endeavours/Time Limits

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

® ves O No

Please provide details

Assessment Details

Do you believe the claim is suitable for assessment?”

® Yes O No

Is the claim ready for assessment?*

O Yes @ No

Please provide details

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

® Yes O No
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What happens next?

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

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

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

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

w D How ApplicationForm = [ Files E Dlary (=

= Matter Details [ O e -

Appaication Forms ()

Regly Requoits )

oty Wesod v GIIIE - MA

Holiy Wood v Rl - Ak

Status changes to Stood
over list... after the
Commission process
stood over request
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How to give a Barrister visibility to a dispute

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

Barrister registers as Pathway Portal user

Instruction

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

At the end of registration, the User Profile displays
the barrister would:

1. Select Barrister/ Counsel and click Save.

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

‘Page

& Welcome,

Verified Multi-Factor Authentication Mobile Number

0402105590

How to assign a Barrister

Instruction

Assign a Barrister

To give a barrister visibility of a dispute:

1. Inthe Matter Details click Assign Barrister.

=™

€8 oy

032023
MI51/2512:1 Adel Beshai v UAT_QBE
DatoFled  Appliation Type

032023

,,,,,,,,,,,,,

Respondert

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

To change the barrister:

Repeat above steps and select the new Barrister
name.

7o remove barrister:

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

S res [ oo

&+ Assign Barrister

_ Save @ Cancel
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What does the Barrister see?

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

# a“"“""

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

Adal Beshal v imyirurer

Aol Besha v myinurer

Temporary Applications@ ~
Ben Barrister @ =

Unassigned Reply Requests @ ~
Appiscation Number Apgiication Typs Applicant
Thers ora no unassigned repty recuests

My Reply Requests @ ~
Ben Barrister @ ~

—— Pathway Portal
beation/Form ~ B Files Diary

AR

Detsits
[ [

IS court order
= i

ICE Sontedt Maotir Acciddont Raply

& Welcoms, Ben Barrister

[® Logout

fresh
Dete Rnguastod Dote Angily Dos Assign

Active Files®@ ~

Ben Barrister @ ~
MISUZ312-1 Adel Beshei v UAT_QBE
Date Filnd Application Trpe InwmDisguts Type

A3z Ferm W12 Damsu assavamy

" Darnages

Hhamt Allseation Typn Allecation Datn Allscation Time

Alccatior, Duraticn

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

X  Cannot send messages

=1
o
personal Injury

S Commission

Pathway Portal

a“ D New Application/Form~ [~ Files @ Diary

= Matter Details

(@ Logout

Application Forms €
Date Filed Application Number Application Type Filed By Name Filed By Type Status
810372023 Mmis1/23.12 Form M12-Damages assessment Savanna Gray Claimant Logal Reprosentativo open
8/03/2023 MiS1/23.12 3 Motor Accident Reply Lota Level Insurer/Scheme Agent open
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
Applicant Adel Boshai Claimant 0415666777 SC Motor Accidant lawyer (Savanna Gray, 0412067838)
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
o 8/03/20231000AM  1hour  Teleconference  Adel Beshai (Claimant), UAT QBE (insurer / Scheme Agent)  Cassidy, Belinda
Documents €3
Document Date Author Document Category and Type Rolated To
8/03/2023 Portal Electronic Application Form - Sealed Form Mi2-Damages assessment MI51/23.12.1, Sender: Portal-Recipient:
8103/2023 Portal Electronic Application Form-Sealed Motor Accident Reply MI51/23.121, Sendor: Portal-Recipient:
50372023 Central Court Application-Court rder MI51/23.12.1,08/03/2023: Form M12-Damages assessment
2022 AmiVillalobos Reply-Index
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How to reassign a Matter from one person to one or
more others
There will be times when you need to reassign Matters from one person to other people in your organisation.

Instruction ‘ Page

To assign one or more Matters, complete
the following:

= Matter Summary

Recent Activities @ ~

1. Click on the Files tab. Temporary Applications @ ~
Leo Leopard @ ~

Unassigned Reply Requests @ ~

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

o=

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

3. Click the Reassign button. Aetie iles @0 -

Benjamin Button @ ~

Frieda Brick @ ~

lan Ingram © ~

Tslainnes @ ~.

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

»  All Matters assigned to the selected
person display.

There are 2 options:

Option 1: Reassign All

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

Option 2: Reassign some

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

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

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

2. Click Reassign All
» New Contact will auto populate for all

Matters

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.

& Welcome, Isla Innes

2 - Pathway Portal

Application/Form -

& Reassign Primary Contact

@ Dot

B Fies

)

LLLLLLLLL

& Welcome, Ista Innes

(@ Logout

~ | | o4sseesass

v | osassesoo

v | | ossssesese

To Reassign some

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

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

2 Click Save

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

& Reassign Primary Contact

How to Manage Primary and Secondary Contacts

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

ﬁ* e Pathway Portal & Welcome, Isa Innes
1. Click on the Files tab. @ Drowotcnsrons B> rio | 2oy T
= Matter Summary
Recent Activities@ ~ o s

2. Click on the blue Matter Number
Temporary Applications @ ~
Iin k lan Ingram @ ~

Leo Leopard @ ~

Unassigned Reply Requests @ ~

Aoplcaton e Aopieant Resoondont — DataResty Do

My Reply Requests @ ~

Kitty Kat @ ~
» Matter Details page displays B pathwayPortal r—
A [ Newssplcationrorm - = Fites ) Diary (@ Logout

3. Go to Parties section and Click on ® Matter Details
Maintain Contacts

L_., g Pathway Portal & Welcome, Isla nnes.
» Maintain Contacts page displays zar sl

with current contacts. & Maintain Contacts for M162/23 -Nathan Doe v Umbrella Insurance

Contacts

Thi would allow o maintin the mator contacts.

To update Primary Contact:

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

5. Click Save

If you need to add a Secondary Contact:

& Welcome, Ista Innes

1. Click Add Contact
& Maintain Contacts for M162/23 -Nathan Doe v Umbrella Insurance
. e =3
2. In the Secondary Contact section, o et

ComactType Now Cantct Prone

select name from the New | 0 e
Contact drop down list

Klaus Hargroaves v | | ossasassss

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

Instruction

1. Click the Welcome, name in the B oo Pathway Portal
tOp rlght cornher A [ NewvplicationForm = £ Fles ] Dinry (3 Logout
= Matter Summary
Recent Activites# ~ | s

Temporary Applications @ ~
lan Ingram @ ~

Note: Only Super User can add a new S S
contact. oo e

Leo Leopard @ ~

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

ot Pathway Portal & Welcome, Isla Innes
B Fios B2 vy

@« (® Logout

[ —

& User Profile
Multi-Factor Authentication

Verified Mult-Factor Authentication Mobile Number

0402105590

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

Umbrella Insurance Sydney

Stroot Addross

101A Bathurst Streat SYONEY NSW 2000

an existing inactive account.

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

Active Contact:
Ticked box indicates this user is Active.

7o deactivate user:

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

ot Pathway Portal & Welcome, Isla Innes
A [ NewapplcatonForm~ [ Fies [ Diery (@ Logout

7o add a new user:

& User Profile

1. Click Add Contact b e

Verified Mult-Factor Authentication Mobile Number

0402105590

Umbrella Insurance Sydney
Postal or DX Address. Stroot Addross

101A Bathurst Straet SYONEY NSW 2000 101A Bathurst Streat SYONEY NSW 2000
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2. Fillin all yellow mandatory fields

3. Click Save

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

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

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

Pathway Portal

A [ novhrotcstonrom= B rios (8] iy

&+ Add New Contact

rrrrr

Emait

Phone:

& Welcome, Isla Innes

(@ Logout
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Super Users, Delegates and Contacts

Types of user access

Type of user ‘ How to become this type of user ‘ What user can see/do
Primary contact for a e Beregistered as a Legal User on e See that matter details and
matter Pathway Portal documents

e Lodge the application or... e Receive email notifications

e  One party advises Commission who for the matter
their legal representative is e Send messages

Secondary contact for e Beregistered as a Legal User on If filters Active Files for Matters I'm
a matter Pathway Portal, then... linked to can:

e Primary legal representative e See that matter details,
advises the Commission of documents and messages
secondary contact on a matter e Send messages for that

matter
Super user e Beregistered on Pathway Portal as e Cansee and actonall
a Legal representative matters

e 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
legal representatives

e Add a Delegate

e Do NOT receive email
notifications

e Reassign matters

e Manage contacts for the

matter
e (Can add a new contact
Delegate e Asuper user can make an Delegate can:
administrative assistant (non- e See all the firms matters,
Legal User contact) a delegate documents and messages
e Reassign matters to existing
contacts
e Manage contacts for the
matter

Delegate can NOT:

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

e Delegate to another user

e Add/remove super users

e Receive email notifications
(they go to primary
contact)

e Add anew contact
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Primary contact and secondary contacts

1. The primary legal contact for a matter is listed as the Representative in the Parties section of Matter

Details

2. If you have someone in your firm that will also work on a matter, they can be setup to be a secondary

contact which provides visibility to the matter.

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

In this example Lola Level is the primary legal contact on this matter

romesin™ Pathway Portal

/ﬁ‘ D New Application/Form ~ B Files ﬁ ELY

& Welcome, Lola Level

(= Matter Details

Application Formsa
Date Filed Application Number Application Type Filed By Name Filed By Type Status
8/03/2023 M149 Kl Form MO1-Medical assessment Lola Level Claimant Legal Representative Open
8/03/2023 M149/23-01- A Motor Accident Reply Grace Gilbert Agent Legal Open
M149/23-01-1 Fran Freidel v Umbrella Insurance

DateFiled  Application Type Issue/Dispute Type Status Next Allocation Application Owner
8/03/2023  Form MO1-Medical assessment Treatment and care reasonable and necessary Open Nanayakkara, Ruwan

Threshold Injury Open Nanayakkara, Ruwan

Parties a

&+ Assign Barrister

Party Role Party Name Party Type Party Contact Representative
Respondent Umbrella Insurance Insurer / Scheme Agent Liberty Lawyers (Grace Gilbert, 0488 888 888)
Applicant Fran Freidel Claimant 0411222333 I Timeless Lawyers (Lola Level, 0402105590) I

Messages ) View All Messages
Application Category Subject Sender Date/Time Sent

M149/23-01-1-Form MO1 -Medical assessment N/A [ 1 Now PR Pamela Allen 15/03/2023 11:00 AM
Documents @)

Document Date Author Document Category and Type Related To

8/03/2023 Portal Electronic F led Form MO1-Medical M149/23-01-1, Sender: Portal - Recipient:
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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

mﬁ sz~ Pathway Portal & Wolcome, Sam Sabat

Files

= Matter Summary
Recent Activities @ ¥ S s x m

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 @ ~

Sam Sabat @ ~
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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, Kious Hargreaves

In this example Isla Innes is now a Super User

As a super user Isla Innes can now:

v/ Can see and act on all matters

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

v/ 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 the users in the drop-down menu.

e Click Refresh.

Personal injury
Commission

& Welcome, Isla Innes

Pathway Portal

a D New Application/Form = [~=> Files m Diary ([ Logout
= Matter Summary
Recent Activities @ ~ g &
lan Ingram @ ~ = N
Matter Number Matter Name ' lan ingram
Unmbralla Insuronce v Jeff Hanna 0 1sia Innes
w2323 Umbrelta Insurance v eft Hanna 0 waus H LN .
s L e J SR
specific users
Temporary Applications @ ¥
lan Ingram @ ~
Matter Numbar DatsCrestod  Application Type ClaimanyWorkerName  Status Lastupdated  Expiring On
000249 22/02/2023 Mator Accident Reply Pending 22/02/2023
Islalnnes @ ~
Matter Numbar Date Croated Application Typs Claimant/Worksr Nama Status Last Updatad Expiring On
20/03/2023 Dratt 20/03/2023 30472023
:] 21/03/2023 Form MO1-Medical assessment Test, Tara Draft 21/03/2023 41042023

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

A Super User can make an administrative assistant a Delegate.

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

their email address will have a delegate user access only.

Instruction ‘ Page

Add/Remove Delegate for a Super

User

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

e Click the Welcome, name in the top right
corner

e  C(Click Edit Delegates.

ﬁ” Conemasion

Pathway Portal

o= B Plen () Oy

Edit Delegates

e (Click +Add
e Populate delegate details

e C(Click Save.

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

To remove a delegate

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

e Click X Remove

e C(Click Save.

@«

Edit Delegates

Name.

[ New Apptcationor

Pathway Portal
£ Fies £ piary

e

Emal

Delia Delegate@yopmailcom

Mobile

011222333

& Welcome, Klaus Hargreaves

(@ Logout

[#Ada| % remore I
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Delegate Super User

Instruction ‘ Page
What can the Delegate Super User

do?

The delegate can:

29 vry

D —

e See all the firms matters, documents and

messages — = —

e See the diary for each legal user in the
firm

e Can do everything on matters, including
sending messages

e  Assign unassigned reply requests

e Draft and submit applications and replies

Delegate can't:

e Delegate to another user

e Add/remove super users

e Receive email notifications (they go to
primary contact)

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

e Add a new contact

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

The named Legal Representative can then review
and submit the Application or Reply, or the
Delegate can submit it on their behalf.
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Appendix A - Document requirements

Document requirements to submit with the application are:

Document type

Appointed Representative

‘ Requirements

The consent form needs to be completed by the nominated appointed
representative and attached to the application together with supporting
evidence of the selected incapacity types (e.g., Birth certificate,
Guardianship Order or Financial Management Order.

Merit Review

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

Damages assessment

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

Surveillance recordings in

medical assessment proceedings

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

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

What is the maximum document size?

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

.avi

.CSV

.dicm

.doc

.docx

.eml

.gif

jpeg

Jpg

.mkv
.mov

.mp3

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

.ppt .wav

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

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

Term ‘ Definition

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

Versi Date Author Approved by
on
1.0 6 June 2023 Jacqueline Initial version Sophie Jones — Pathway Product
Mead Owner
11 1 August 2023 Pamela Allen Added Print Message Thread button Tina Kavadas — Pathway Project
Added Venue address to Allocations section of Matter Summary Manager
1.2 1 Sept 2023 Pamela Allen Updated most prominent screenshots: Service Provider now called Decision
Maker
13 16 January 2024 Oksana Added new functions: How to assign Matter to someone else, add a new Tina Kavadas — Pathway Project
Eremina contact and manage contacts Manager
1.4 6 September 2024 Nathan Johnson | Updated login procedure Melissa Golfes — Product Owner
1.5 November 2024 Leo Lopez . Added reference to Rule 67
. Lodge a Legal Representation / Agent Change
. Submissions and other Correspondence
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