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User Guide Overview

As an Insurer user, the 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 Navigate the Pathway Portal

e Lodge a form in the Pathway Portal

e  Resubmit a rejected application

e Complete a reply request

e  Review a received reply

e Send and receive messages

e View allocation details

e View outcome documents

e Lodge an Appeal

e Assign a barrister

e Understand the different levels of user access
e Self-Manage Users (Reassign matters, manage contacts and add new contacts)
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Get started

How to access and register for the Pathway Portal

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

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

Instruction Page

Access the Pathway Portal

e You can access the Pathway Portal via a

browser. :
S eroun  Personal Injury
e Chrome and Edge are the recommended New South Wales  Commission
browsers.
e The weblink is found on the Personal Injury Welcome to Pathway Portal
Commission website and in the first step Login o the Porsonal ry Gommission Onlne Pthwey Portal
Email Address
below. .
Password
[*)
1. Click the following link: e mconrors R
https://pathwayportal.pi.nsw.gov.au « areresponsibl orany activitycandocted underyourusername (omall aress:
o oo vy i
2. Click Register. 2E‘ﬁ;ﬁiﬁ:&"ﬁ?ﬁ?ﬁ?ﬁ"&i"ﬁf e ekt 5o oy s P

o Reset Password

Register your email address

3. Follow the prompts to register your email

address. Personal Injury

Commission

4. Tick to agree to the terms and conditions.

Registration
5. Tick ’'m not a robot and complete the Select Email Addross
. &  saima.Norris@yopmail.com
all squares with... test.

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

Click Registe r. « are responsible for any activity conducted under your username (email address);
« will avoid any activity that may compromise the security and stability of the
plattorm, its supporting technology and data contained within;
H H H H « accept that the Commission is not responsible for loss of any unsaved information;
> You will then receive an email to validate your « acknowledge that the platform may not be available at all times o at any particular
time:

email address.

| agree to the terms and conditions

™

I'm not a robot o
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How to access and register for the Pathway Portal continued

Instruction
Click the Pathway Portal link in email

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

7. Click the Link in the email.

‘ Page

Personal Injury Commission - Portal Registration Completion

Pathuny Trining
Te - SaifmaMoris@yoprailcon

€ Reply | & Replyan | <5 Foward | W |-

lcauTion: ardknow,
the content I safe.]
Thank you for requesting to register for accassing Personal Injury Commission orling portal
To proceed with the registration process (ollow the Link to set your passwrced
Alernatively, copy snd pasts the ik into  web brouwsar.
it ik 20 minutes egistering your email address on the WEC portal.
LNSW.QOV.80 or contact us o 1300 PIC NSW (1500 742 673).
This is an automated email, Please do not reply.
This email includ iles, is intended A i ial infarmation. Any views

, those of the individual sender and are not iy ¥ the Persanal Injury Commission, If you are not the
intended recipient, please delete it and notify the Commissicn on 1800 742 679,

Update Mobile Number

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

Personal Injury
Commission

Multi-Factor Authentication Code Verification

©® Update Mobile Number

New Mobile Number

0 0411222333

Type code

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

Personal Injury
Commission

Multi-Factor Authentication Code Verification

® Update Mobile Number

New Mobile Number

0 0411222333

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

Multi-Factor Authentication Code

&
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How to access and register for the Pathway Portal continued

Instruction

Create new Password

10. Enter Password and Confirm Password.

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

12. Click Register.

Page

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,
one symbol and upper and lower case

Password
& e
Confirm Password
‘ ........
™~
I'm not a robot R
) Register

Populate User Profile (top of page)

13. Populate the User Profile.

14. Select Insurer/Scheme Agent

Note: All yellow fields are mandatory.

o ia Pathway Portal & Welcome,
A [ NowappiicationForm- = Fies [ piary (® Logout
& User Profile

Heyous
[ a © Gorporatn |
Organistion o
[ J
Ao
[ )
Sumaner
\ )
Given Namotr
[ )
e OtherTite
( J
Dateor i
[ |o
Gender o
Male O Female © Othe

Populate User Profile (bottom of page)

15. Populate User Profile (bottom of page).

16. Click Save.

Contact Details

Business Phone

Mobile Phone
0411222333 O tconsen t

Email
Saima.Norris@yopmail.com

O DXAddress

Posal Address
89 Sttonsiret
subury state Postooss
NewTown [nsw 200
Counry
O Iternationat Adaress [ Austrata -

Multi-Factor Authentication

Verified Multi-Factor Authentication Mobile Number

0411222333
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How to Login to Pathway Portal

Instruction

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

2. Populate the Email Address and Password.

3. Click Login.

4. Tick I'm not a robot and complete the Select
all squares with... test and click Next until the
test is completed.

5. Click Login.

6. Select where you would like the Multi Factor
Authentication Code (MFA) sent (either your

mobile or email).

7. Click Send.

Page

Personal Injury
Commission

Personal Injury
Commission

Yor g O
1 LAUP T Barior [P CETTTRVUSS ST wervpe

+ oo npar 151 ey UL CrOe e

P - Y

» Seswiecks e o utiorm may rek be- wyintis & 1 s or o v

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

2. Click Submit.

Personal Injury
Commission

STy ST
New South Wales

Multi-Factor Authentication Code Verification

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

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

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.

Muilti- Factor Authentication Code
& | ssa224
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Navigation
Home page

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

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

current contact details with

Click New Application/Form to lodge the Commission

new applications or forms

X\
\

Do X commation™ Pathway Portal & Welcome, Insurer Lemmington

i New Application/Form ~ B Files % Diary

Logout when you are

Files displays all your . Diary displays booked finished using the
i slcome to the Personal | delivery platforr
Home displays help text matters Y1 allocations/appointments Pathway Portal
on welcome message u can use the platform toNewgesrreerrrepn cerrorerry VIEW the [ist of Fikeeerrermereoreergreaegewr—erepeCific details of those Matters, view

Diary of Allocations and view your User Profile. The menu above provides access to these functions.
The New Application/Form provides for lodgment of applications and forms.

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

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

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

eLearning and User Guides

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

Access the eLearning modules and User Guides here
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Files page

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

Temporary Applications are:

eDrafts that have been saved
“tter Summary
ities@ ~
msurer Le <ton @ ~

ePending applications waiting to be
registered by the Commission

Temporary Applications@ ~

Temporary Documents @ ~

Unassigned Reply Requests @ ~

Matter/Application Number

There are no unassigned reply requests
My Reply Requests @ ~

Active Files® ~
Insurer Lemmington @ ~

Active Files are
active disputes you

W47/24 Testing Worker v The Gunwale

Recent Activities
Recent Activities displays

] New Application/Form ~ B Files m Diary any new applications,

documents or messages
that have been added
since you last logged into
the Pathway Portal. The
oldest activities display at
the top of the list and the
newest activities display at
the bottom of the list.

Unassigned Reply
Requests are reply
requests from the
Commission to be

assigned to someone in Assign To

C‘ Logout

Click Refresh to update ,
to reflect changes during
this session

x 2 Refresh

vour organisation

Insurer Lemmington

- Ea

Application Type Applicant Respondent Date Requested

My Reply Requests are your
assigned Reply Requests

Date Reply Due Assign

are associated with Date Filed Application Type
23/04/2024 Form 2 -Application to Resolve a
Dispute

Issue/Dispute  Next Allocation Type Allocation Date
Type

Weekly
benefits
where liability
in dispute

Weekly
benefits
where work
capacity
decision in
dispute

Medical
expenses
(where the
amount is
more than
$9,468.10)

Compensation
for property
damage

Lump sum
compensation
where liability

Allocation Duration

in dispute

W49/24 Testing Worker v The Gunwale

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

30/04/2024 Form 11C-Application for Mediation to ~ Application Mediation 1/05/2024 3 Hours

Resolve Work Injury Damages Claim  for Mediation
to Resolve
Work Injury
Closed Files display for 42 days Damages

Claim

Closed Files® ~
Insurer Lemmington @ ~

Pathway Portal Insurer User Guide — Workers Compensation
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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 oruse Advanced button.

Instruction

Use Ctrl+F

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

While on the Files page:

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

» Asearch box displays.

Screen

M. ...

o Commission

Pathway Portal

x

& Welcome, Insurer Lemmington

A [ NewApplicationForm = = Files [ piary (= Logout
= Matter Summary
Recent Activities @ ¥ It Lemmingn x x]
Insurer Lemmington @ ¥
Temporary Applications @ ~
Temporary Documents @ ~
Unassigned Reply Requests @ ~
Assign To
Insurer Lemmington - ‘ As:
Matter/Application Number Application Type Applicant Respondent Date Requested Date Reply Due Assign
e —
My Reply Requests @ ~
Active Files® ~
Insurer Lemmington @ ~
'W47/24 Testing Worker v The Gunwale
Date Filed Application Type Type Allocation Time Allocation Duration

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
wale (upper/ lower case doesn’t
matter with Ctrl+F).

» Can search for a partial name (eg
type work to search for Worker)

Active Files® ~
Insurer Lemmington @ ¥

\W47/24 Testing Worker v The Gur‘

Date Filed Application Type

Issue/Dispute  Next Allocation Type
Type.

23/04/2024 Form 2- Applicatio]|  solve a

Dispute

in dispute

Weekly
benefits
where work
capacity
decisionin

All occurrences on the dispute
page are highlighted Medical

expenses
(where the
amount is

more than
$9,468.10)

Compensation
for property
damage

Lump sum
compensation
where liability
in dispute

W49/24 Testing Worker v The Gunwale

Allocation Dat

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

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

Allocation Duration

Date Filed Application Type I Type

Allocation Time

Type

30/04/2024 Form 11C-Application for Mediation to ~ Application

Resolve Work Injury Damages Claim  for Mediation
toResolve
Work Injury
Damages
Claim

Mediation

1/05/2024

1000 AM

Allocation Duration

3 Hours

Pathway Portal Insurer User Guide — Workers Compensation
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Instruction

Matter number example

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

Use Advanced button

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

To filter Active Files:
1. Click Advanced.
2. Type search text:
> For Application Number, you

must type the full application
number, eg M49/24

> For Party Name, you type as:

e  Firstname (or part of the
firstname)

e Lastname (or part of the
lastname)

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

3. Click Refresh.

Screen

My Reply Requests @ ¥

Active Files® ~
Insurer Lemmington @ ~

\WA47/24 Testing Worker v The Gunwale

Date Filed Application Type

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

Dispute

Active Files® ~

Issue/Dispute  Next Allocation Type Allocation Date. Allocation Time Allocation Duration
Type

Weekly

Party Name

o
[\ wa9/24 |

Division

Application Type

View
© My Matters ® Matters I'm linked to O All Matters

Allocation Date To

| =]

Matters I'm linked to

Allocation Date From

Legally Represented @ Not Legally Represented | =]

You can filter list based on
whether you have a legal

Insurer Lem|  displays matters where you .
play: v representative or not
Wa7/24 Testing Word are a secondary contact
Date Filed o Jmm.. Ty Alocation Date Alocation Time Alocation Duration
23/04/2024 Form 2-Application to Resolve a Weekly
Dispute bonsti

where liability
indispute

Weekly
benefits

» The files that match your criteria
display.

Active Files@ ~
Insurer Lemmington @ ~

W49/24 Testing Worker v The Gunwale

Dats Filed Application Type

30/04/2024 Form 11C-Application for Mediation to

Resolve Work Injury Damages Claim

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

Pathway Portal Insurer User Guide — Workers Compensation
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Instruction Screen

No files listed after Advanced search Active Files @ ~

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

To see all your Active Files:

1. Click Advanced.

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

Pathway Portal Insurer User Guide — Workers Compensation
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Matter Details

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

Click New
Submission/Corresp
ondence to submit
additional
Information

/ﬁ‘ B Files Diary

(= Matter Details-W47/24

B New Application/Form ~

lodge a new

matter

Application Forms €
Dato Filed Application Type Type Stat
: — Click here to i o
230472024 Form 2- Application 1o Resolve o Dispute Generate Consent Representative Open _
Order to lodge with

230472024 & Form 2A-Reply 1o Application to Resolve Dispute The % Open

Tosting Worker v The Gunwale _ 8 Now Messag

DateFiled  Application Type Issue/Dispute Type Status  Next Allocation

2300472024 Form 2-Application 10 Resolve a Dispute Weokly benefits whero liabdity in dispute Open Click New Message

to create a new

Wieekly benefits where work capacity decision in dispute Open user08|  message thread for

Medical expenses (where the amount is more than $9.468.10) Open User08, DSpute
C il for property Open User08, Dispute
Lump sum compensation wi Super Users Can Open User08, Dispute
click to maintain
Primary and
oL Secondary Contact At cotacs | & Ason et |
detalls N
Party Role Party Name Party Type Party Ropresentative
L Insurance Insurer / Scheme Agent Lemmington, Insurer (0411 111111)
Testing Worker Worker 0411001002 Sunrise Legal (Test Sunrise, 0411 111 112 Click Assign
Barrister to give a
The Gunwale Employer Barrister visibility of
the matter
Application Category Subject Sender Date/Time Sent
Form 2-Application to Resolve a Dispute For Action D quostion t Nathan Johnson 3/05/2024 850 AM
Form 2-Application to Resotve a Dispute N/A ) essoge trom Lemmington Insurance 3/05/2024 848 AM
Documonts @
Document Author Document Category and Type File Name Related To
Date
[ oo ] PIC (Member,  Certificate of Datermination 438_-596253946_hxvi2sdan 29/04/2024: Proliminary Conference
[ 2024 o) b7untzuxObvikBva0In-Spa-ySa pdt
30472024 Portal Electronic Application Form -Form 2-Applicationto  240423-000146 pdf Sender: Portal-Recipient

Resolve a Dispute

Portal Electronic Application Form . Form 24 . Reply to 240423000147 pdf

Application to Resolve Dispute

Click blue document

date link to
NA Cover letter 18.docx
download, then view
)472024  NA Cover letter 6.docx
230472024 NA Supporting Documents - Form 2 14.docx
1472024 NA Supporting Documents- Form 2A 28.docx

Pathway Portal Insurer User Guide — Workers Compensation
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Diary

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

A | NewApplicationForm= [ Files (% Logout

i= Weekly Diary -List

Start Date User Name

O Previous Week 2/05/2024 [ surer Lemmingt Next Week ©

Weekly Diary -List

Date Matt

3/05/2024 -Fri Testing Worker v The  Preliminary Lemmington Insurance (Insurer / Scheme Agent), Testing Worker VIDEO Video 9:00 AM 1 hour 30
Gunwale Conference (individual), The Gunwale (Employer) CONFERENCE conference minutes

Lodge a new application

Overview

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

& Q @’% 8}

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

Lodge

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

e Notice to parties

e  Form Details

e  Worker Details and Legal Representative details

e  Employer Details

e Insurer Details and Legal Representative details

e Supporting Documents (help text varies per application)
e  (Certification and Signature.

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

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

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

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

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

Forms and Form Names

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

Code Form name

Form 1 Application for an Expedited Assessment

Form 1A Application to Revoke an Interim Payment Direction

Form 2 Application to Resolve a Dispute

Form 2D Application in Respect of Death of a Worker

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

Form 9 Application to Appeal against the Decision of a Member

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

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

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

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

Form 15 Application for the Assessment of Costs

Form 15A Application for the Assessment of Costs

Form 15B Application for the Assessment of Costs

Form 20 Miscellaneous Application

Form 1B Reply to Application for Expedited Assessment

Form 2A Reply to an Application to Resolve a Dispute

Form 2C Application to admit late Documents

Form 7A Response to an Application for Medical Assessment

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

Instruction

New Application Form

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

> The Notice to Parties page displays.

& Welcome, Insurer Lemmington

A [ NewapplicationForm= = Fiies [} piary (@ Logout

You can use the platform to lodge a New Application/Form, view the list of Fils or matters assigned to you, view specific details of those Matters, view
a Diary of Allocations and view your User Profile. The menu above provides access to these functions.

The icati provides for lodgment of applications and forms.

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

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

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

sLearning and User Guides

Comprehensive supporting materials including eLearning modules and User Guides are avalable to help you learn how o use the Pathway Portal for
motor accidents dispute applications.

d User Guides here

Notice to Parties

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

Completing a Form

» All forms are embedded in the Pathway
Portal.

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

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

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

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

NOTICE TO APPLICANT

NOTICE TO RESPONDENT

rospond by:

NOTICE TO PARTIES

PRIVACY NOTICE

121,1 Oxord

Stoot, Daringhurst NSW, 2010
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Instruction

Supporting Documents

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

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

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

‘ Page
A [ NewaoplicationForm = = Files 3£ Diary (® Logout
Form 2-Supporting Documents

Supporting Documents 2]

Youneed tor

e supporting documens and informaton with Form 2.

Do notlodge any Xeray, CT, ulrasound or MR fims or scans.
Partios shoukd upioad a single indexed and paginated PDF file of ha documants.
“The index should be in th following format:

Document Author

Date of start
Document  Page

« Witness statemants.

What are the document requirements?

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

11. Select the document and click Open.

@) Bundled Paginated Supporting Documents @ 30/11/2020 925 AM Microsoft Word D. 18K8

T e g
Open Cancel

[[Eonaica ragnatea Suppariing Documerts

12. Add in the Document Details:

e Document Category — Choose Cover
Letter or Supporting Documents.

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

Supporting Documents

File Name

Bundied Paginated Supporting Documents.docx

o 3

03/05/2024 | £
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e  Author —Type in your name.

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

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

13. Add another document if required.
14. Click Next.

» The Certification and Signature page displays.

Pathway Portal Insurer User Guide — Workers Compensation
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Instruction

Certification and Signature

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

Save Draft

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

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

e Click the PDF icon to view the draft.

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

‘ Page

Form 2 -Certification and Signature

Certification and Signature

The applcant cerfies that

dor saction 289 or sact

45 and a6 of

+ The dispute i imited fo those maters dentifed i Part { of tis form.

Dato Signod

 Application Signed 310512020 | £

Workplace injury

Temporary Applications @
Insurer Lemmingtc

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.

A Save Draft

NOTICE TO APPLICANT

f: concerning weskly payments and medica expenses,

Submit

Submit

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

Form 2 -Certification and Signature

Certification and Signature

The apy

45andapofthe

« The dispute I imite o hose matiers entified n Part 1 of s form.

Date Signed

ed | 3iosi2008 | 28

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

View PDF
17. Click View PDF to view and download the B Pathway Portal P
a p p | |Cat|0n . [ New AppiicationForm =~ £=> Fites 23 iary (@ Logout

Form 2 -Application to Resolve a Dispute

The Form has been received at 12:42:37 PM on Friday, 3 May 2024

The temporary reference number is 240503-000174

lew the Form on the Matter Summary Page via the Menu above.

Temporary Applications

18. Go to Files and Temporary Applications to Temporary Applications © ~ ==

urer Lemmington @ ¥

Ins!

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

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

(= Matter Summary

Recent Activities® ~ Insurer Lernmington
Status of:
Insurer Lemmington @ ~
Matter Number Matter Name Details * Pending = temporary application submitted to the
Commission
Testing Worker v The Gunwale @ Message-Question for the | «Draft = you have saved the application to finish later

*Rejected = the Commission has rejected the application,

i X refer to the email notification for reason

Temporary Applications® ~
Insurer Lemmington @ ¥

Matter Number Date Created Application Type Claimant/Worker Name Status Last Updated Expiring On

3-000174 3/05/2024 Form 2-Application to Resolve a Dispute Working, Test Pending 3/05/2024

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

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

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

e The Registry team will send you an email
e The application will now display in the Recent Activities section and Active Files.
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How to resubmit a rejected temporary application

Instruction ‘ Page

Notification of rejected temporary application

& Welcome, Insurer Lemmington

e |f the Commission rejects a temporary
application, you will receive an email
pp_ . 7 y_ = Matter Summary
notification with the reason. Recent Activities @ ~ -

Insurer Lemmington @ ~

= Fies (® Logout

£ viary

[ New ApplcationrForm ~

. Temporary Applications @ ¥ ZRefresh
e Inthe Files tab the Temporary Insurer Lemmington @ ~

3052024 Form2-Appication o Resalve.a ispute Wiriing, Tost S052024 200052020

Application will have a Status of Rejected

To resubmit rejected application:

1. Refer to the email notification to understand Personal Injury Commission Form 2 Temporary Reference: 240503-000174 REECTED

ina@sbstcomaus

the rejection reason.

o
Application to Resolve a Dispute
dged: 3/05/2024

jected on the following basis:

ete
lodged with application.

“The Commission has.

ed 2 copy of the form.

This is an automated email - please do not reply.

2. IntheFiles tab, click the blue temporary o O BEs (Hew B toson

Matter Number link of the rejected matter. & Matter Summary
This reopens the application. et -
Temporary Applications @ ~ S Refresh

Insurer Lemmington @ ¥

DateCreated  Application Type. ClaimantWorker Name ~ Status Last Updated

3052024 Form2-Applcation to Resolvea Dispute Wiorking, Test Rejected 0572024

3. Navigate to Supporting Documents and make T — raiaraenting
the reqUired Changes to the form (if this was A [ NewhpplicationForm- = Fies B Diary (® Logout

the reason for rejection). Form 2. Notice o Parties

NOTICE TO APPLICANT

tes concerming weekly payments and medical expenses.

-
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Instruction

1. Click Upload to upload the supporting B .
document bundle (if this was the reason for . -

Document Details

rejection) and click Next.

File Name

| Bundied Paginated Supporting Documents.docx

Author
o
Dateof Dosument
(3052006 1

Zolear QRemove

Drag and drop one or more files here
for Category that Type)
or click the pload button to browse for a file.

[ @upoas

@ Previous oy Save Drait | [E)Submit

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

Form 2-Certification and Signature

P roquirements under secion 289 or section 289A of the Workplace Injury.
98 and clauses 44, 45 and 46 of the Workers Compensation Regulation 2016,

11 of ths form.

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

sl Pathway Portal & Welcome, Insurer Lemmington
= Fies B Diary ( Logout

[ New AvplicationsForm -

= Matter Summary
Recent Activities® ~ nsuerLemmagin x BN < rerrosn
Insurer Lemmington @ ~

Note: If the Commission accepts and registers the

Temporary Applications @ ~ Refresh

resubmitted application, the Filed date will be the Insurer Lemmington @ ~

ber DatoCroatod  Application Type. Claimant/Worker Name _ Status LastUpdated  Expining On

6052024 Form?2 Applcaton o Rosolve a Disoute Working Tost 60572024

date the application was resubmitted.
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Replies

How to complete a Reply — Respondent

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

(%3 @ @’@‘@) %

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

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

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

which: = Assigning a reply request to
someone is a new concept

e Displays in the Temporary Applications section of the
Pathway Portal <= Reply is a Temporary application

. Has a temporary number. until revne\{vefi 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 - W52/24 - Working Testertwo v Blue Falcon Inustries - Request Reply

@ PIC 11 Comcase - Training <nswpictraining@sbcit.com.au>
To. O Lemmington, nsurer

[icron 1

S Repy  © Repy Al > Forws

Worker Name: Working Testertwo
Matter No: W52/24

Insurer claim number: TT1010
insurer Representative Reference:

Worker Representative Reference:

The Personal Injury Commission received from Working

Your Reply is due by 29 May 2024

Please access the application via the Personal Injury Commission Pathway portal. For fur about portal, please see the Cc

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

Yours sincerely,

reply email. If y p d & o
hed files, is intended solely for the addressee nam: tion. Any views d are those of the individual and are not necessa

This em ing any attache named and may Z
of the Personal Injury Commission. If you are not the intended recipient, please delete it and notify the Commission on 1800 742 679,
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How to Assign the Reply Request

Instruction ‘ Page

Unassigned Reply Requests must be assigned to &> Matter Summary

someone in your organisation. All Reply Requests Fecenthemies@ ™ &=
are unassigned initially, and Unassigned Reply Temporary Appicatons® ~ =
Requests are visible to all users. Any user can Temporary Dociments® ==
assign a Reply Request. Unassigned Reply Requests @ ~

Matter/Appiication Number

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

o  Tick Assign box

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

o Click Assign.

Note: Be mindful of the Date Reply Due.

How to complete a Reply
Instruction ‘ Page

My Reply Requests are your assigned Reply = WG SUmmary

Recent Activities @ ~ ~
RequeSts Temporary Applications @ ~ 2 Batrsey
Insurer Lemmington @ ~
1. Torespond to the reply request, complete the Temporary Documents @ ~ E=)
fO”OWing: Unassigned Reply Requests @ ~
) ) ) . Matter/Application Number Application Type. Applicant Respondent Date Roquested Date Reply Due. Assign
e  Click the blue application number link and e e s
review the Matter Details, including the My Reply Requests @ ~
- . . X Insurer Lemmington @ ~
pa rtlesl appllcatlon form and Supportlng Mfmm' ‘‘‘‘‘‘‘‘‘ fon Number  Application Type Applicant Rospondent Dato Roquosted
documents.

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

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

Note: Be mindful of the Date Reply Due
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Instruction

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

Completing a Reply Form

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

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

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

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

Pathway Portal
A [ NewapplicationrForm = = Fites 1) Diary ( Logout

& Welcome, Insurer Lemmington

Form 2A -Notice to Parties

NOTICE TO PARTIES

Note: f you on behalfof om 20 - Worker,
the Reply by emal to help@pinsw gov.au

of the form can

The respondent has 21 days from the date of pond by.
* lodging a Form 2A - Reply to Application to Resolve a Dispute
ifyou do appliation, he the absence of your reply.
reply.
PRIVACY NOTICE
privacy Information (Commissi
personal i P
this Form ang t claims,

‘Such personal information and health information may Include, but s notimited to, the Information contained, o referenced In, this compleled Form, any other Information

by an Applicant, a pary or nsurer in
obtained by staff as well as
related actvties or complying with any other obligations at law.

Information that it holds to another person (e.g. a doctor or a party to Commission proceedings etc) of o2
agency (for example

Information and health information to the State. the
and for the purpose

i secton 58 of the 2020 (NSW). An appiication for de-identifcation or
redaction of relevant person
More detailed

Applications. access and correct heatth
Street, Darlinghurst, NSW, 2010

Level 21,1 Oxford

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

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

Supporting Documents v

Document Typo *
Form 2A v

Filo Namo.

1docx

Author®

Insurer Lemmington

Date of Document*
3/05/2024 | )

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

r Save Droft | [E)Submit

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

Form 2A -Certification and Signature

Certification and Signature

The respondent certifies that

« The titled to lodge this reply t section 289 or 894 of the Workplace

Date Signed
@ Cortified by Respondent (or Representative) | 8052024 £

¥ Save Draft | [E)Submit
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» Here you can see confirmation that the Reply
has been submitted.

ey Pathway Portal & Welcome, Insurer Lemmington
£ Fies [ Diary

Form 2A -Reply to Application to Resolve Dispute

A& [ Now AppiicationForm -

The Form has boen received at 10:55:39 AM on Wednesday. 8 May 2024
The temporary reference number is 240508-000176

Please record this number for future reference o view the age via

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 - W52/24 - Working Testertwo v Blue Falcon Inustries

- P . < =
@ PIC v11 Comcase - Training <nswpictraining@sbcit.com.au> © Reply © Reply Al Foouard %

To Lemmington Insurance; ) Test Sunrise - Sunrise Legal (Representative) Wed 8/05/2024 11:44 AM

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

Matter No: W52/24

Applicant: Working Testertwo

Respondent: Blue Falcon Inustries

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

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

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

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

View the Reply

The Documents section lists the:

e Sealed reply form
e Reply document bundle

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

‘ Page

A [ NewpplicationForm~ [ Files

= Matter Details-W52/24

Pathway Portal

& Welcome, Insurer Lemmington

Application Forms €
OntoFied  AvplcatanType FlodBy e Staun
052024 @D Form2-Appication o Rosolve a Dispute i Workor Represetatve Oven [hewom ]
wos202 @ vForm 24-Rovly o Applicaton oo Suwsologal Wokor Reprosentie Oven
kg Ty s Fon st T
DutaFlod  Applcaton Type IosoDiput Typo Swws  NetAlocaion  Asplcaton Ownor
wosr2026 over User, D
Paios @ e )
pary R Pary T Party Contoct [r—
L e — 1Schomo Agent Lommington, nurr 0
Aoptcont worer omzni SuriseLogl Tt Survis, G411 111
Emplover
Aovtcaton Cotagory Sublct Sender DutaTime St
FloName ReltedTo
Sesces D I
Supporting Document-Form2
Dapute

‘Supporting Documents-Form 2A

08/05/2024: Form 2A-Reply 10 Appication o
Resolve Dispute
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Messages

How to send a message

Instruction Page

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

Pathway Portal & Welcome, Insurer Lemmington
= Fites @ Diary

From the Matter Details page: & Matter Details-W47/24

Application Forms @)

a D New Application/Form ~

Date Filed Applicati

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

Tosting Worker v The Gunwale

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

2. Type the Subject. & Messages

Message Thread )

1 Scheme Agent)

3. Select the Participants.

~ | Thread Closed

* Legal representative (or self-represented -
pa rty) receives emall notiflcatlon of new Lemmi nsurer / Scheme Agent 0 Testing Worker-Individust
Portal message

New Message (2]
e The Insurer can see messages but not s o TG
respond if they have a Legal

Representative.

4. Type the Message body.

5. Click Send.
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How to view messages
You may receive new messages from the other party or the Commission.

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

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

New badge indicates
a new message in the

thread
Messages B View Open Messages,
Application Category subjede”” Sender Date/Time Sent
Form 2-Application to Resolve a Dispute For Action D question for the Insurer Nathan Johnson 3/05/2024 8:50 AM

3/05/2024 8:48 AM

om The Insurer Lemmington Insurance

Form 2-Application to Resolve a Dispute N/A

Category for incoming
messages will be:

Click blue subject link to
view and respond to the
message

View All Messages —
Which includes closed
threads.

L] For Action

L] For Noting

®  ForRevi
or Review View Open Messages —

which only displays

N/A Category indicates thread
/A Category indic rea threads that are open

was initiated by you

o J N

Click to toggle between:

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.

&M Messages

Message Thread (2]

Originator

‘ Nathan Johnson (Personal Injury Commission) ‘

Subject

‘ Question for the Insurer ‘

Message Thread Category

‘ For Action v Thread Closed

Participants
Personal Injury Commission

Lemmington Insurance -Insurer / Scheme Agent Testing Worker - Individual

The Gunwale -Employer

& Print Message Thread

New Message Q

Message

« Send

Message: Nathan Johnson (Personal Injury Commission) -3/05/2024 8:50:43 AM

Sent on Behalf Of Sender Date/Time Sent ‘
‘ Nathan Johnson (Personal Injury Commission) ‘ ‘ Nathan Johnson \ ‘ 3/05/2024 8:50:43 AM | M
Message

Clarification needed
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How to download a message thread

You can download message threads from the Pathway Portal.

Instruction

1.

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

= Matter Details-W47/24

‘Application Forms @)

DateFled Aplestion Type

20042001 Formz-

2042024 Famzsfis

Tosting Worker v The Gunwalo.

Fled

Sunr

S

By Name.
soLomat

soLagat

FlodsyType

ot

DatoFled  ApplcstionType esuaDisputa Type

2u0s2023 Form

partyRlo Party Namo PartyTpo

Worker

oan1001002

wamnmm

5.

Click the Print Message Thread button.

Instruction

» A sealed PDF document with the entire

message thread is generated and can be
found in your Downloads folder.

£ Messages

Message Thread

New Message

Message

Threst Closet

Testing Worker-|

nchidunl

Printed from Pathway Portal by Lemmington Insurance

Date Printed: 6/05/2024 9:15:31 AM

WA47/24 - Testing Worker v The Gunwale

Porsonal Injury
NevSun Wi Commission

Originator
Nathan Johnson (Personal Injury Commission)
Subject

Question for the Insurer

Message
For Action

Thread Category

Participants.
Personal Injury Comission, L Insurer/ g - Indwidual
Nathan Joh (Pel al Injury C 08:50:43 AM
Sender
Nathan Johnson

Sent on behalf of
Nathan Johnson (Personal Injury Commission)

Message
Clarification needed
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Case Management

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

8

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 worker, for allocations that the worker 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 W47/24 Testing Worker - Medical Assessment on 10/05/2024 at 1:30PM

aaaaaa

& Reply | 4 ReplyAl Forward
PIC v11 Comcase - Training <nswpictraining@sbcit.com.au> D Reply | € Reply —> &

Fri 10/05/2024 1:16 PM

Locati enve
Attendees: Testing Worker (Individual)

i calendar, you the on your device thefile 3

Wnat happens if you can't atend an appointment?

t

To

1800742675,
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How to view allocation details

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

Attendees displays who needs to
attend, eg if it’s a Preliminary
Conference, the legal representative
) may need to attend but not
1
Allocations . Worker/Insurer

Allocation Type Venue Date and Time Duration Mode of Attendees Decision Language
Allocation Maker
m Preliminary 8/05/202412:00  1hour 30 Video Blue Falcon Inustries (Em , Lemmington Insurance (Insurer / Scheme

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

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

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

D /&
4
After the decision maker uploads the outcome document (interim or final) the Commission case owner:

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

Decision available email notification

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

| «
@ PIC V11 Comcase - Training <nswpictraining@sbcit.com.au> € Reply | O Replyal | > Fonverd | | K

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

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

Worker Name: Testing Worker
Matter Number: W47/24

Insurer claim number:

Insurer Representative Reference:

Claimant Representative Reference:

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

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

Publication of decisions:

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

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

Yours sincerely,

Personal Injury Commission

WWW.Di.nsw.gov.au

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

204202

23042020 Fom 24

How to lodge an Appeal

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

Instruction Page

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

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

Pathway Portal
) New Applcation/Form =~ = Fites [} Diary

You can use the platform to lodge
a Diary of Allocations and view your |

provide

“The Files menu provides a lst of Ma] Form 7
Allocations and Documents in relati

‘The Diary. to view af

The User Profile menu dispiays your

eLearning and User Guides

ipporting materials.

Access the eLearning medules an

& Welcome, Insurer Lemmington

(® Logout

deails of those Matters, view

view the Appiications, Paries,

ate your detals.

e the Pathway Portal
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Lodge Submissions and other Correspondence

How to lodge Submissions and other Correspondence

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

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

Instruction

To lodge Submissions or other Correspondence:

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

‘ Page

) New AocatonFom= B> s (28] vy

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

A [ NewhopticationForm - £ Files [ iary

[l submission / Correspondence

Submission / Correspondence
nd dro e

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

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

5. Click Submit.

A [ Newsoniicationrom~ [ Fies  fff Diery

‘ Submission / Correspondence

I @Cancel | [E)Submit

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

[ New Aoptication/Form =~ = Fites 5] piary

D Submission / Correspondence Confirmation
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7. The document will now be visible under
Temporary Documents drop down on the
Matter Summary screen with a status of
Pending. The Case owner will action the
submitted correspondence.

Temporary Documents @ ~ [ crerres |
Insurer Lemminy gton @ ~

Generate Consent Orders

How to generate Consent Orders

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

Once generated and completed offline between the parties, this document is then submitted via the Matter
Summary using the New Submission/Correspondence tab as outlined above.

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

e Complete the document offline between
the parties.

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

A [ NewapplicationForm = = Fites i8] Diary

= Matter Details-W52/24

Application Forms @)

80572024

8/05/2024 [~ LU

n Inustries.

Working Testertwo v Blue:

DatoFiled  Application Type

80572024 Form 2-Apol
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How to give a Barrister visibility to a dispute

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

Barrister registers as a Pathway Portal user

Instruction

e

Q
o)}

0]

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:

1. Select Barrister/ Counsel
2. Click Save

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

[ New ApplicationForm = = Fites 2] Diary C3

& User Profile

User Details
Areyoua —
Individual Legal .
| s |

Multi-Factor Authentication

Verified Multi-Factor Authentication Mobile Number

0402105590
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How to assign a Barrister

Instruction

Assign a Barrister

To give a barrister visibility of a dispute:

1. Inthe Matter Details, click Assign Barrister.

‘ Page

= Matter Details -W47/24

Application Forms @)

zaouaces
zaouz0es -

Tosting Worker v The Gunwalo.

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

3. Click Save.

To change the barrister:

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

To remove barrister:

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

A [ NewpplicationForm= = Fies [ Diary

(® Logout
BSave @ Cancel

&+ Assign Barrister

Assign Barister
Barisor I
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What does the Barrister see?

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

o Pathway Portal

& Welcome, Ben Barrister

a D New ApplicationForm~ (= Files Dlary ([ Logout
= Matter Summary
Recent Activities @ ~ oo
Ben Barrister @ ~
[P— - owsts
Aol Besha v YUY e
[PRT—— €D courtaser
+ enytnaurer [~} w
Adiol Bosi v emytrcaurer (CD oo Manor Accdent Regiy
Temporary Applications @ ~ CRetresh
Ben Barrister @ ~
Unassigned Reply Requests @ ~
AssignTo
Ben Barrister v m
Appicaton tamear Acsiication Tyse Aopticant Respandent Pe— Ote ey Dun Asen
My Reply Requests @ ~
Ben Barrister @ ~
Active Files @ ~ =D
Ben Barrister @ ~
TSV £o3
Owte Fled AcoliatonType [e—— Mot Atcation Ty Alocaton Dute Jr——— Alocation Dration
=
e2itr o Pathway Portal
a“_ D New Application/Form~ 7= Files @ Diary (® Logout
= Matter Details
Application Forms &
Dato Filed ‘Applcation Number Applcation Type Fled By Name Filed By Type status
80372023 Mist2s Form Mi2-Damages assessment Savanna Gray Claimant Legal Representative open
8037202 Wisi/2312 e~ Mtor Accident Reply Lolatevel Insurer/Scheme Agent Open
M151/23-12-1 Adel Beshai v UAT_QBE
Date Filed Application Type Issue/Dispute Type Status Next Allocation Application Owner
81032023 Form M12-Damages assessment o Asauith, Andrew
Parties @
Party Role Party Name Party Type Party Contact Representative
[ Respondent UAT_QBE Insurer  Scheme Agent Ruez, Jermy ) Timeless Lawyers (Lola Lovel, 0412777777 -Barrisar: Ben Barister |
Applicant ‘Adel Beshai Claimant 0415666777 SC Motor Accident lawyer (Savanna Gray, 0412067838)
Messages @
Application Category Subject Sendor Date/Time Sent
There are no open Click View Al
Allocations @)
Allocation Type  Disputefissuafnjury/Trstment Venue Location  Date and Time Duration  Modef Alocation _ Attendess Service Provider  Langusge
o 803/20231000AM  Thour  Teleconference  Adel Beshai (Claimant), UAT.QBE (nsurer / Scheme Agent)  Cassicy,Belinda
Documents €3
Document Date Author Document Category and Type RelatedTo
810972023 portl el Jication MIS/23.124, Sender: Portal-Recipient
8 Portal el eation " MIS23.124, Sender: Porta-Recipient
510372023 Central Court Application-Court order MIS1/23.124, 0810372023 Form Mi2-Damages assessment
022 AmiVilslobos Reply-Index

M151/23.121, 08/03/2023; Motor Accident Reply
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Super Users and Contacts

Types of user access

Type of user

Primary contact for
a matter

‘ How to become this type of user

Be registered as an Insurer User on
the Pathway Portal
Application/Reply is lodged with you
nominated as the primary contact

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

| What user can see/do

. See that matter’s details and
documents

. Send messages (if there is no
legal representation for the
matter)

e Receive email notifications for
the matter (if there is no legal
representation for the matter)

Secondary contact
for a matter

Be registered as an Insurer User on
the Pathway Portal, then ...

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

If user filters “Active Files for Matters

I’'m linked to”:

. Can see that matter details,
documents and messages

. Can send messages for that
matter

e Does NOT receive email

notifications

Super user

Be registered on the Pathway Portal
as an Insurer User

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

. Can see and act on all matters

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

e  Can assign any reply request to
other Insurer Users

e  Canreassign matters

. Can manage contacts for the
matter

. Can add a new contact

. Do NOT receive email
notifications for any matters
unless you are the primary
contact for such matters where
there is no legal representative
for the Insurer
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Primary contact and secondary contacts

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

e If you have someone in your organisation that will also work on a matter, they can be setup to be a
secondary contact which provides visibility to the matter.

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

In this example Klaus Hargreaves is the Party Contact for the Insurer (Umbrella Insurance) and neither the
Insurer or worker are legally represented:

a Welcome, Klaus Hargreaves

(= Matter Details

Application Forms (B

[ New Form ~

Date Filed Application Number

Sipaj202 Wi Farm M51 -Medical ass Mk Rice Claimant Open
210412023 129723621 Form ME2 -Geaneral Ass Max Rice Claimant Open

V129/23.51.1 Max Rice v Umbralla Insurance
Date Filed Application Type issue/Dispute Type Status MNext Aliocation Application Owner

5/04/2022  Form M5i-Madical assezsment Degres Ningue. Vera

Dismiss med Ninowc, Vera

Late additionat documentation Awsiting decision Hinowic, Vera
JM188/23.62-1 Max Rice v Umbrella Insurance: [T —
DateFiled  Application Type Issus/Disputs Type Status Stood Over  Next Allocation Application Owner

Expiry Date
2U0A/2022  Form ME2-Ganerat Assessment Damages ment =l dispute not yet finalised 211102023
Stood over fist Closed Barake, Ehsb
)
Party Role Party Name Party Type Party Contact Reprasentative
| Respondent Umibrella Insurance Insurer  Scheme Agsnt Ha < Klaus { l

Applicant Max Rice Claimant 0422222222
Messages () View All Messages
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After a Secondary contact is added

Instruction Page

Secondary contact has been added

g&:‘ b Pathway Portal & Wolcome, Som Sabat
T e (S,

For a secondary contact to view the matter:
& Matter Summary

. Click the Files tab Recent Activities @ ~

Sam Sabat @ ~
Active Files@ ~

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

Secondary contact visibility

Active Files® ~
Sam Sabat @ ~

o j——— s [ r—— Aot Trm [r——

The Secondary contact:

Can see Matter Details

Can view all documents

Can view all messages

Can send messages

Cannot see allocations in Diary

SIRNENENEN
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Super Users

How to add/remove Super Users

Instruction ‘ Page
Add/Remove a Super User
#5 Pathway Portal
A super user can add and remove other super # [storen: B e (e
users: & User Profile
:

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

e  Tick or untick the Super User box

e  C(lick Save.

In this example Isla Innes is now a Super User

As a Super User Isla Innes can now:
e Cansee and act on all matters

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

e Add a Delegate.

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

e Select users in the drop-down menu.

e  Click Refresh.

4
[
‘:.m" i gld Pathway Portal & Welcome, Isla Innes
7 D New Application/Form = 7= Files m Diary (® Logout

= Matter Summary
Recent Activities® ~ o ngram
lan Ingram @ ~ o

Matter Number Mattor Nome ' lanIngram
Umbrella Insurance v Jeff Hanna [ tsia nnes.

Umbrella Insurance v Jetf Hanna [ Kiaus H

Super Users can filter
Recent Activities by
specific users

Click Refresh to
apply the filter

Fran Freidel v Umbralla Insurance [ Leo Leopard

Temporary Applications @ ~
lan Ingram @ ~

Mattor Number DatoCrostod  ApplicationType CloimontWorker Name  Status LostUpdated  Expiing On

22/02/2023 Motor Accident Reply Pending 22/02/2023

Isla Innes @ ~

Mattor Numbar Date Croated Application Type Claimant/Worker Name Status Last Updatod Expiring On
20/03/2023 oratt 2010372023 3/0412023
21/03/2023 Form MO1-Medical assessmant Tost, Tora Draft 21/03/2023 4/04/2023

Klaus Hargreaves @ ~
Leo Leopard @ ~

Pathway Portal Insurer User Guide — Workers Compensation



Super Users - How to reassign a Matter from one person to one or

more others

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

Instruction

To assign one or more Matters, complete
the following:

1. Click on the Files tab.

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

3. Click the Reassign button.

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

‘ Page

Pathway Portal

> Matter Summary

Recent Activities @ ~ o Al o

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

Unassigned Reply Requests @ ~ o

ananananan

AsignTo

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

Active Files @@ ~
Benjamin Button @ ~
Frieda Brick @ ~

> 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.

Pathway Portal
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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.

ez

Pathway Portal
£ rites [ iy

& Welcome, Isla Innes

(® Logout

O433666099

o4z3660099

oazz686999

o4zageaase

o433866999

o4a3660999

o433860999

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
2 oo Ny,
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Super Users - How to Manage Primary and Secondary Contacts

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

Instruction Page

& Welcome, Ista Innes

1. Click on the Files tab.

= Matter Summary

Recent Activities @ ~ o e

2. Click on the blue Matter Number -
Temporary Applications @ ~ [ reieen |
|ink_ lan Ingram @ ~

Leo Leopard @ ~

Unassigned Reply Requests @ ~

Applation Type Aopleant Respondernt DatoRoausstod DateReply Duo Assign

My Reply Requests @ ~
Kitty Kat @ ~

» Matter Details page displays Pathway Portal

& Welcome, isla nnes

3. Go to Parties section and Click on
Maintain Contacts

» Maintain Contacts page displays Lt [ORtonis (B0 Bl
with current 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
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If you need to add a Secondary Contact:

1. Click Add Contact

2. Inthe Secondary Contact section, e

i the matiercontacts

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

select name from the New

Frone

v oeasanssss

Contact drop down list

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

Instruction Page

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

Note: Only Super User can add a new
contact.

Welcome, Isla Innes}

Pathway Portal
A [ Newspplicationsrorm = £ Ftes [ Disry

= Matter Summary
Recent Activities @ ~ 1w x Bl < retresn

Temporary Applications @ ~ Sretresh

lan Ingram @ ~

sowzos

Leo Leopard @ ~

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

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

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

Active Contact:
Ticked box indicates this user is Active.

To deactivate user:

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

& Welcome, Isla Innes

=™

e
& User Profile

Verified Multi-Factor Authentication Mobile Number

0402108500

Umbrella Insurance Sydney
Postalor DX Address Strast Address Add Contact | v

1014 Bathurst Srast SYONEY NSW 2000 1014 Bathrst Strest SYDNEY NSW 2000

e Emst Prons. UserType

To add a new user:

1. Click Add Contact

Pathway Portal
T s 8 oy o Logout

& User Profile

Verified Mult-Factor Authenticaton Mobile Number

& Welcome, Ista Innes

[ New ApptcationrForm -

0402105500

Umbrella Insurance
Postalor DX Address Stroot Addross

1014 Bathurst Sraet SYDNEY NS 2000 1014 Bathurst Street SYDNEY NSW 2000

osa060090

onmmm
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2. Fill'in all yellow mandatory fields

R —

3 Click Save &+ Add New Contact

a Insurance (Sydney)

vvvvvvvvvv

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

i Mlom
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Appendix A - Document requirements

What is the maximum document size and file types that can be uploaded to the Pathway Portal?

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

.avi .gif .mp4 .pptx .wma
.CSV Jjpeg .mpg rtf .wmv
.dicm .jpg .msg tif Xls
.doc .mkv .pdf iff Xlsx
.docx .mov .png Axt

.em| .mp3 .ppt .wav

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

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

Term

Case Owner

‘ Definition

The person responsible at the Commission for managing the
case.

Multi Factor Authentication (MFA)

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

Related matters

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

Temporary Application

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

Registered Application

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

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

Medical Assessor, Member or Mediator
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Appendix C - Email Notifications - When and what happens

When ‘ What happens

An application is lodged in the 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

Areply 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

Version Date Author

1.1 7 May 2024 Nate Johnson

Major changes

Initial version

Approved by

Melissa Golfes
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