Personal Injury
Commission

Pathway Portal
Insurer User Guide



Contents

USEI GUIAE OVEIVIEW ...oueeeiiiiiiiiiiieiiiiiiseesiisiseesssssessssssse s ssssase s sssas e s ssssss e sesasessessasesssssnsesssssnsessssansessssanesssssnns 4
What Will the GUITE COVEI? ...t e e e e e et e e e e e e et b e eeeeeesaaasbaeeeeeeeesnnssbaneens 4
L8 - T =T S 5
How to access and register for the Pathway Portal ..........c...ueiiiiiiiiiiiiiiiiiee e 5
How to access and register for the Pathway Portal continuUed............oevviiiiiiiiiiiiiiec e 6
How to access and register for the Pathway Portal continued.............eeeiiiiiiiiiiiiiiec e 7
HOW t0 LOZIN t0 Pathway POrtal ....c...uiiiiiiiiiieiiee e e e e e e et e e e e e e e aaaraeeaeeeeeas 8
[NV 1 o T 9
H O P -ttt e e e e e e ettt e e e e e ettt taa e e e e e e e et taa e e eeeeettaa e e eeeeetabaans 9
[ (S o XU UPPPPRPP 10
FIIEEI ACTIVE FIlES ...ttt ettt ettt e ettt e e e sttt e e e bbb e e e e bt e e e e e abbeeeeanbbeeeenabaeeaanns 11
Y LR D =] - 1 OO TP U PP PPPPTRPPPPRIN 14
DT Y PPN 15
Lodge @ NEW APPIICAtION c.ceeiieiceeeeiiiiiiicccnerereetssssssnneeesesssssssnnnesssssssssssnnnnesssssssssssnnneesssssssssnnnnenessssssssnnnnens 15
OVEBIVIEW . s 15
What application forms can be submitted?.............ooooiii 16
How to 10dge @ NEW @PPliCALION ......euiiiiiiie e e e e e e e e e e e e s abaaeeeeeeesnnabbaeaeaeeanan 18
TemMPOrary APPHCAtIONS ....oooiiiiiiiieiieeee ettt e e e e eeeeeeeeeeeeeeseaaassssasasssssassasssssssssssssssasraes 24
How to resubmit a rejected temporary appliCation..........uuviiiiiiiiiiiiiiiieee e e e e e 25
(22T o] L3P OUPPPOPTRRt 27
How to complete a Reply — RESPONUENT ...ccovueiiiiiiiee et e e e e e e et e e e e e e ssabaaeaeaeeaas 27
RePly REQUEST NOTIfICAtION ..vviiiieiiiiiiiiiie et e e e et e e e e e e e e e e e e e e e aabaaeeeeeeesanasbaeeeaaeanan 27
HOW t0 ASSIZN the REPIY REGUEST ....vviiiiiieeeeeiiiiiite ettt e e e e ettt e e e e e e et e e e e e e e e ssnaabaaeeeeeeessnabbaeaeaeeanns 28
HOW t0 COMPIETE @ REPIY ..vvveiiiieeeieiiiiiee ettt e e e e e e e e e et e e e e e e e e snaabaaeeeeeeesansbbaeeaaaeanan 28
HOW t0 VIEW the REPIY. ...ttt e e e et e e e e e e et a e e e e e e e ssabbbaaeeeeeessnnasbaaaeaaeanan 30
YT - =Y 32
HOW 10 SENGT @ MESSAZE .. uuvvviiiieeeeeiiitiitte e e e e ettt et e e e e e e st et eeeeeeeastaaaeeeaeeeeaassbaaeaeeeeaaasssaaeaeeeeessnnsssanaaaasannn 32
HOW T0 VIBW MIESSAZES ...ttt ettt ettt ettt e e e e e ettt e e e e e ettt aaa e e e e e eetetaa e e e e eeeetanneeeeeeeasnnnnnnns 33
HOW 0 rESPONT 10 MESSAZES. ceiiiiiiiiiiiiiiiee et eeiiiii et e e e e e eetta e e e e e e e e eetaaaeeeeeeeeaasbaaaeeeeeeeaasabaaeaeeeeesannsssanaeaasannn 34
How to download @ MeSSage thrEaU........iiiiiiiiiiiiiiee e e e e e e e e e e e s ar e e e e e e ssabbbaeeaaaeanas 35
L0 R LV = T F= T T o N 36
How t0 View allocation detailS.........coouuiiiiiiiiii ettt et e e e 37

Pathway Portal Insurer User Guide — Workers Compensation



ASSESS ANA DECIAE.....ceeiereeeeiiirrieeeeeeriieerteereeeesiieereeessasssssereesssssssssssssesssssssssssseesssssssssssseessnssssssssesesnnnsssssssesannn 38

HOW 0 View the OULCOME DOCUMENT....ciutiiiiiiiiie ettt ettt e et e e ettt e e e ettt e e e abb e e e saeaeeeeneeas 39
HOW t0 10AZE @N APPEAI ...eiiiieiiiiiiiieiee ettt e e e e ettt e e e e e e et e e eeeeeesasabaaaeeeeeesssssbaneeeeeennnnnes 39
Lodge Legal Representation / AGENt ChaNGe.........ccecceeeeeereereersersessessnssssesssssssssssssssesssssssesssesssesssesssesssesssess 40
How to lodge a Legal Representation / AZeNnt Change.........oeeicuvieeeeiiiie et e 40
Lodge Submissions and other COrreSpoONdeNCE..........cocevveeiiiiieiiiiiieiiiiiieeiisseeisees s ssssr s sse s ssssasessssns 43
How to lodge Submissions and other CorreSPONAENCE. ......ccciivuuiiiiiiee ettt e eee e e e e e ae e e e e eeenanes 43
How to lodge an additional document after initiating application or reply .......ccooeceiviiiieiiiiiiiiiiiiee e 44
GeNErate CONSENT OFAEIS .....ueiiiiiieeiiiiieiiiiiiieiiiiiieeiisssesssssr e s st s s e sas e s sessas e s s s sse e sessane s sessanesssssnnesssssnsessssananss 46
HOW t0 SENEIate CONSENT OFUEIS ..uvviiiiiiiiiiiiiieeee e e ettt e e e e e ettt e e e e eeesaataeeeeeeesssabaaaeeeseessssssaaeeeesesnnnsne 46
How to give a Barrister visibility t0 @ diSPULE.......ccccvvereiiiiiiiiirereiieinc e csnnneee s s s snnnne e s e sssssssnnnnnens 47
Barrister registers as @ Pathway POrtal USEI ........cciiiiiiiiiiiee ettt e e e e e e e e s saaaaeee e e e e eninnes 47
HOW 0 @SSIEN @ BalTiSTOI ...ttt e e e e et ettt e e e e e e eettaa e e e e eeeetann e eeeeeeneann 48
What d0ES the BAITISTEI SEE ....ceiiiuiiiieiiiite ettt ettt e e ettt e e e bt e e e ettt e e e abbeeeenbbeeeabteeeeaaeeeeenn 49
SUPET USErs aNd CONTACES ....ceeeeiriiiiiirrneeeieiiiiessssnneesssssesssssnsessssssssssssnnsesssssssssssnnsesssssssssssnnsssssssssssssnnsassssssssssnn 50
TS Of USBI @CCESS ..eiiiiiiiiiiiieiiieeeeeeeeeeeeeeeeeeeeeeeeee e eeeeeeeeaeese e s s ae s s e s s s aa s s s s s s aa s e s s s s s sassasassasssassssssssasssssssssssssssssrnns 50
Primary contact and seCONary CONTACES ......ccoiiiiiiiiiieeeeeeeeeeeeeeeeeeee ettt e e e e e e e eeeeeeeeeeeeeeeeeeaaeaaes 51
After a Secondary contactis added..........oooooiiiiii 52
SUP T USEIS. . iiiiiuuniiiiiiiiieiueiiiiiiiireeaesiissiiiesaasssissttrrssasssssssttresssssssssstteesssssssssstsresssssssssssseesssssssssssseensssssssssssenns 53
HOW t0 @00/ rEMOVE SUPEE USEIS...uviiieeiiieeiiiieiieeeeeeecittee e e e e e eeeeitateeeeeeeeeeeaaaaeeeeeeeeaesasasaeeeseeeeesrsssaeseeeeaanees 53
What can Super Users see — Files — Recent ACtiVItIes .........coooeeeiiiiiiiiiii 53
Super Users - How to reassign a Matter from one person to one or more others ........ccccceeeeeeecccvneeeeneneiccnnnne 54
Super Users - How to Manage Primary and Secondary CONtacts.......ccccceeeecccnrnneeerenesicsssnneeesesssessssnnnessesssssssnns 56
Super Users - How to Add a new Contact or Deactivate CONtacCt.......ccccceeeeieerrneeereiniccsssneeesessssssssnneessssssssnns 58
AppendiX A — DOCUMENT rEQUIrEMENTS ....cceiicerrreeeerereiiesssnreesesesssssssnneesssssssssssnnsesssssssssssnsessssssssssssnnsasssssssssnnn 60
AppendiX B — GlOSSArY Of TEIMS......ccccvveeririiiicirsneeerissiicsssnneesesesssssssnnessssssssssssnnsesssssssssssnnsesssssssssssnnsansssssssssnn 61
Appendix C — Email Notifications — When and what happens ...........eceeieiiiiccnimeeeninniccsssneeeesesssssssssnneesssssssssnns 62
AppendiX D = Version CONEIOL........ccccvveeeiiiiiicisssneeiensiiesssnneesesssssssssnneesssssssssssnnsesssssssssssnnsesssssssssssnnsasssssssssnnn 62

Pathway Portal Insurer User Guide — Workers Compensation



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 Getstarted

e Navigate the Pathway Portal

e Lodge a form in the 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 Lodge an Appeal

e Lodge a Legal Representation / Agent Change

e  Submissions and other Correspondence

e Lodge an additional document after initiating application or reply
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 If you 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. Personal Injury
e Chrome and Edge are the recommended Commission
browsers.
e  The weblink is found on the Personal Injury Welcome to Pathway Portal
Commission website and in the first step Loginta th Persoaljry Cammision Onlos Pathway ortl
Email Address
below. =
Password
a
1. Click the following link: e ot |
In using the Personal Injury Commission digital service delivery platform you: a
https ://pathWanO rtal. pi.nsw.gov.au - are respansible for any activity conducted undr your usemame (smail address;
« will svoid any activity that may compromise the security and stability of the
platform, its supporting technology and data contained within;
2. Click Register. Bl el

time;
- immediately susnand nr tarm

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 visual Emai Address
reCAPTCHA test. &  saima.Norris@yopmail.com

Terms and Conditions

In using the Parsanal Injury Commission digital service delivery platform you:

Click Register_ + are responsible for any activity conducted under your username (smail addrass);
« will avoid any activity that may compromise the security and stability of the
platform, its supporting technalogy and data contained within;
1 1 1 1 « accept that the Commission is not respansible for loss of any unsaved information:
> YOU WI” then receive an emall to Valldate your + acknowledge that the platiorm may nat be available at all times or at any particular
time;

email address. —— — .

B | agree to the terms and conditions

rCAFTCHA

Im not & rabot
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How to access and register for the Pathway Portal continued

Instruction ‘ Page

C/iCk the Pathway POI’ta/ link in emai/ Persanal Injury Commission - Portal Registratien Completion

5 Ry & Reply A | > Ferward
e > tasy | € e L]
T S g ropmsicon [ n

[CAUTION: the sender and know.
the content is safe.]

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

Thank you for requesting to register for accassing Personal injury Commission online portal.

To proceed with the registration process follow the Link to set your passwerd.

7. Click the Link in the email. o A i i

1 0 minutes you o gistering v he WCC portal.

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

This is an automated email. Please do not reply.

addressee i ial information. Any views
expresed are those of the T st e af it necessarily the visws of the Persanal njury Commission. If you are not the
ipient, pl itand notify the Comm 1800 742 679.

Update Mobile Number

8. Populate New Mobile Number to receive the

code and click Send. Personal Injury

New South wales Commission

Multi-Factor Authentication Code Verification

@ Update Mobile Number

New Mobile Number

0 0411222333

Type code

9. Type the code sent to your mobile and

click Submit. Personal Injury

New South Wales ~ Commission

Multi-Factor Authentication Code Verification

® Update Mobile Number

New Mobile Number
0 0411222333

AAn 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 visual

reCAPTCHA test.

12. Click Register.

‘ Page

Personal Injury
Commission

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

Please note that the password must be at least 8 characters, contain at least one number,
goe svmbol and yopec and lowar case characian

Password
Confirm Password
& e
™~
I'm not a robot t
CAPTOIA
%] Register

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

14. Select Insurer/Scheme Agent

Note: All yellow fields are mandatory.

& User Profile

& Welcome,

[C JP

Save

Aoy

[0 et ® S tega 5 oparation
ors:

[

han

[

SSSSSSSSS

[

Given Names)

[

T Other Tt
[

Dsteot Bitn

( =]

Gender o

© Male O Fem: o

Populate User Profile (bottom of
page)

15. Populate User Profile (bottom of page).

16. Click Save.

Business Phone.

Mobile

0411222333 o om

Email
Saima.Norris@yopmail.com
2 DX Address

Postal Address
89 Station Street

Suburby State Postcode
NEWTOWN ] NS 2082
Country.

Contact Details

O International Address

Australia

Multi-Factor Authentication

Verified Multi-Factor Authentication Mobile Number

0411222333
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How to Login to Pathway Portal

Instruction

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

2. Populate the Email Address and Password.
3. Click Login.

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

5. Click Next until the test is completed.

6. Click Login.

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

mobile or email).

8. Click Send.

‘ Page

Personal Injury
Commission

. Personal Injury
New Sewh Weles  COMmmission

[T ——

e e ey v il |
+ B0 SRR DN Ay STy (OPBaTed e
- wl Evd i By Tl Py COTOTDTEE T SO0 B
3 SUPDONIEg WA B A CRRIe] wEney
Comeiggini s ragsnabi B Ner o Y SETE RO

faiorm gy nct be vaiatie of 3l e or 2% 3y paricur

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

10. Click Submit.

)
R
b — . 5

e
I 1
— c!':. ¥ s

Personal Injury

New outh ales Commission

Muilti-Factor Authentication Code Verification

® Send Code via SMS to registered Mobile O Send Code via Email to registered Email
Number 04XX XXX 222 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
sand a new code.

Muilti-Factor Authentication Code

& | 584224
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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

tabs at the tOp. User Profile displays your
current contact details with
Click New Application/Form to lodge the Commission

new applications or forms

iy
Do X Comonatiohry Pathway Portal & Welcome, Insurer Lemmington

E New Application/Form ~ B Files @ Diary [:‘ Logout

Logout when you are

Files displays all your . Diary displays booked finished using the
i 2lcome to the Personal | delivery platforr
Home displays help text matters o1 allocations/appointments Pathway Portal
on welcome message u can use the platform {0 eegeerrerrrapresaermmery VIEW the list Of Filvecrrerereceergrresegem——pestifiC 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

ePending applications waiting to be
registered by the Commission

Recent Activities

Recent Activities displays
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

] New Application/Form ~ B Files ﬁ Diary

“tter Summary
ities® -

Active Files are
active disputes you
are associated with

newest activities display at

<ton @ ¥ ‘
the bottom of the list.

msurer Le

Temporary Applications@ ~

Temporary Documents @ ¥ Unassigned Reply
Requests are reply
requests from the
Commission to be

assigned to someone in

Unassigned Reply Requests @ ~

Assign To

C‘ Logout

Click Refresh to update,
to reflect changes during
this session

x 2 Refresh

vour organisation Insurer Lemmington

V‘ Assign

Matter/Application Number Application Type Applicant Respondent Date Requested Date Reply Due Assign
There are no unassigned reply requests
My Reply Requests @ ~
My Reply Requests are your
. . assigned Reply Requests
Active Files® v
Insurer Lemmington @ ¥
W47/24 Testing Worker v The Gunwale
Date Filed Application Type Issue/Dispute  Next Allocation Type Allocation Date Allocation Time Allocation Duration
Type
23/04/2024 Form 2 - Application to Resolve a Weekly
Dispute 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
in dispute

W49/24 Testing Worker v The Gunwale

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

30/04/2024 Form 11C-Application for Mediation to ~ Application Mediation 1/05/2024 10:00 AM

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 or use 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.

» A search box displays.

‘ Screen

x

J@; persont nry Pathway Portal [

A [) NewApplication/Form = = Files 21 Diary

= Matter Summary

& Welcome, Insurer Lemmington

(® Logout

insurer Lemmington x

Recent Activities @ ~
Insurer Lemmington @ ¥

Temporary Applications @ ~
Temporary Documents @ ~

Unassigned Reply Requests @ ~

Matter/Application Number Application Type Applicant Respondent

There are no unassigned reply requests
My Reply Requests @ ~

Active Files® ~
Insurer Lemmington @ ~

W47/24 Testing Worker v The Gunwale

xw
Assign To
Insurer Lemmington v
Date Requested Date Reply Due Assign

Date Filed Application Type Type

Allocation Time Allocation Duration

Type

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 Gunwale

Date Filed Application Type Issue/Dispute  Next Allocation Type
Type

23/04/2024 Form 2- Applicatior solve a

Dispute

ability
indispute

Weekly
benefits
where work
capacity
decision in

All occurrences on the dispute
page are highlighted Medical

expenses
(where the
amount is
more than

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

Allocation Dats

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

$9.468.10)
Compensation
for property.
damage
Lump sum
compensation
where liability
indispute
W49/24 Testing Worker v The Gunwale
Date Filed Application Type Next Allocation Type Alocation Time. Allocation Duration
Type
30/04/2024 Form 11C-Application for Mediation to Application  Mediation 1/05/2024 1000 AM 3 Hours

Resolve Work Injury Damages Claim

for Mediation

Pathway Portal Insurer User Guide — Workers Compensation
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Instruction ‘ Screen

Matter number example My Reply Requests @ ~

Active Files® ~
Insurer Lemmington @ ~

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

W41/24 Testing Worker v The Gunwale

Date Filed Application Type

23/04/2024 Form 2 Application to Resolve a

Dispute

Use Advanced button

Active Files® ~

Issue/Dispute  Next Allocation Type
Type

Allocation Date. Allocation Time Allocation Duration

Weekly
benefits
where liability
indispute

Compensation
for property

Party Name

Application Type

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

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

Allocation Date To

To filter Active Files: \ )
1. Click Advanced.

Matters I'm linked to

Allocation Date From

=]

Legally Represented @ Not Legally Represented

You can filter list based on
whether you have a legal
representative or not

Allocation Date Allocation Time Allocation Duration

Jlocsl\'un Type

Insurer Lem|  displays matters where you
W47/24 Testing Workd are a secondary contact
2. Type search text: mores a_
> For Application Number, you 2300412024 Fum - soplatonto et westy

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.

Active Files@ ~
Insurer Lemmington @ ¥

» The files that match your criteria
display.

W49/24 Testing Worker v The Gunwale.

Date 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

Type

Pathway Portal Insurer User Guide — Workers Compensation
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Instruction Screen

No files listed after Advanced Active Files @ ~

search —————————

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




Matter Details

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

v

Click New
Submission,/Corresp Click New Form to
ondence to submit lodge a new
el additional application for this
ﬁ D New Application/Form = E Files Diary information matter

[= Matter Details-W47/24

Application Forms )
Date Filed Application Type Click hara to ¥ Type Status
2300472024 Form 2- Application 1o Resolve o Dispute Generate Consent  Represe Open m
Order to lodge with
23042024 = Form 24 Reply 10 Application to Resolve Dispute The Commission. esentative Open
Testing Worker v The Gunwale m
Date Filed Application Type Issue/Dispute Type

20042024  Form 2 - Applicatkon 1o Resolve a Diapute Winakly bonolits where laldity in disgato Qpan [T Click New Message
to create a new
Wearkly benefits where work copacity decision in dispute Open Users| message thread for
Medical eapenses (where Th ol more than 59,468,101 Open User08, Dvspute

[ thon far property ds Opan W08, Do puster

Super Users Can
click to maintain

Lump sum compensation whe Open Userl8, Dispute

Primary and
ol Secondary Contact [ a#warancoracs | e e s |
detalls ¥
Party Role [Party Name Party Typa Party Repranontolive

Lemmington Insurance Insurer | Scheme Agent Lemmington nsurer (041 111111}
Click any Tasting Worker Workar 0411 00 1002 Sunnise Legal Test Sunrise, 0411 111 112, Click Assign
1ing to sort by Barrister to glve a
that column The Gunwale Employer Barrister visibility of
the matter
Application Category Subject Sender Date/Thme Sent
Form 2- Application to Resolve a Dispute For Action B Cuestion for the Nathan Johnson 3M05/2024 850 AM

Form 2- Application to Resclve & Dispute NiA om Tha Insure Lemmington Insurance 305/2024 848 AM
Documant Category and Type Fila Hame Palated To
PIC (Momber,  Certilicate of Datermination 438 _ 506253046 _hxviZsdon 28/04/2024; Praliminary Conforance

PIC) bFumzuxdbvikEvd0in-Spa-ySepdf

Portal Elactronic Application Form-Form 2- Application to 240423-000046. pdf Sander: Portal - Recipient
Resclve a Dispute

Portal Flactromic Application Farm - Form 24 . Reply to 240423 000047l Sondor: Portal - Rocip
Application to Resclwe Dispute

Click biue document
date link to
download, then view

NA Cover lottor 18.hoex 23/04/2024: Form 2 - Application to
Resolve a Dispute

2AA0A/2024 HA Cover latiar Bdocx 23/04/2024: Form 24 -Reply to
Application to Resolve Dispute

230472024 NA Supporting Documents - Form 2 l4.docx 23/04/2024: Form 2- Application 1o
Resolve o Dispute

23042024 NA Supporting Documants - Form 24 28.docx 23/04/2024; Form 24 -Reply 1o
Application to Resolve Disoute
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Diary

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

| ) New Application/Form~ [ Files

:= Weekly Diary -List

Start Date* User Name

O Previous Week 2/05/2024 B Insurer Lemmington

Weekly Diary -List

[‘ Logout

Next Week ©

Date Matter Matter Name Allocation Type Attendees Venue Location
Number Name

Mode of
Allocation

Time Duration

3/05/2024 -Fri V4 4 Testing Worker v The  Preliminary Lemmington Insurance (Insurer / Scheme Agent), Testing Worker VIDEO Video 9:00 AM 1hour 30
Gunwale Conference (Individual), The Gunwale (Employer) CONFERENCE conference minutes
Lodge Register Case Assess & Resolve &
application application Receive reply management decide close

2 £ e &

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

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  C(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 5A Application to Register a Commutation Agreement

Form 6 Application to Resolve a Workplace Injury Management Dispute

Form 6B Reply to 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 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

PO1 Application to Lodge Additional Documents
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P02 Notice of Ceasing to Act

P03 Notice of Change of Legal Representatives
P04 Notice of Representation

PO5 Direction for Production

P06 Notice of Discontinuance

Pathway Portal Insurer User Guide — Workers Compensation
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How to lodge a new application

Instruction ‘ Page

New Application Form

& Welcome, Insurer Lemmington.

O s {58 Diary (® Logout]

1. Click on the New Application/Form and select
Workers Compensation. Then choose the
Form type from the dropdown. In this

pl

You can use the platiorm to lodge a New Application/Form, view the list of Files or matters assigned to you, view specific details of those Matters, view

. . . a Diary of Allocations and view your User Profile. The to these functions.
instance, Form 2 - Application Resolve a e e andfoms.

H 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,
Dispute has been used. e e

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

‘The User Profile menu displays your current contact details recorded with the Commission. Contact the Commission 1o update your details.

» The Notice to Parties page displays. e o

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

d User Guides here

Notice to Parties

() ow Aotentrirom= B Fies (28 0y

Form 2-Notice to Parties

2. Review, then click Next to proceed to begin
completing the form‘ NOTICE TO APPLICANT
Completing a Form e

» 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. NTICE T PARTIES
» When completing a form, all fields with a PRIVACY NOTIGE

yellow background are mandatory, and each

form may have differing mandatory fields to B o e e

input.
»  You will be unable to move onto the next

page unless all mandatory fields have been

filled. e
» Supporting documents are uploaded as a

single file (see separate section below).

orroforoncoan, any trornfomaton

An applcation
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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 and should
not exceed 500 pages on certain initiating
applications (Refer to PIC Rule 67)

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

‘ Page

A [ NewAoplication/Form = £= Files [ Diary (® Logout

Form 2-Supporting Documents

Supporting Documents (2]

Do not lodge any X-ray, CT, ultrasound or MRI i

What are the document

requirements?

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

4. Select the document and click Open.

3 Bundled Paginated Supporting Documents 30/11/2020925AM  Microsoft Word D, 188

[[Eonciea Paginated Supporting Documents T JAlFies -

Open Cancel

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

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

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

Dispute types excluded from the 500-page limit
are:

e Medical reviews and appeals

e  Merit reviews and merit review panels

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

dathy The total number of pages

pages. This
being rejected. Additional Documents
with Rule 67C.

ypor

Jbmitted Supporting

oK

A& ) NewAppiicationForm - = Fiies  [if] Diary ( Logout

Form 2 -Supporting Documents

fr Save Dratt | [E)Submit

SUPPORTING DOCUMENTS

You need to Include supporting documents and nformation with Form 2.

Pathway Portal Insurer User Guide — Workers Compensation

19



e Settlement approvals

e  Presidential appeals

e Expedited assessments

e  Certain work injury damages disputes

5. Add in the Document Details:

e Document Category — Choose Cover
Letter or Supporting Documents.

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

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.

EomenT DETaTE

Supporting Documents

File Name

Bundled Paginated Supporting Documents.docx

e o
03/05/2024 | £
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When you need to add more than
500 pages of supporting documents

to your initiating application

6. Tick Lodge Additional Documents if required.
7. Click Next.

» The Service and Consent page displays.

or click the upload b

& Upload

Lodge Additional Documents

8. 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.
9. Click Next.

» The Supporting Documents page displays
10. Upload your additional documents.

11. Add in the Document Details.

12. Click Next.

A [ NewApplicationForm =~ = Fites 28] Diery (® Logout

Form 2-Application to Lodge Additional Documents

@ Previous 7 Sove Dratt | B} Submit Next©
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Instruction ‘ Page

Certification and Signature

You can now either Save Draft — see Save Draft Form 2-Certification and Signature
below or Submit if the application is good to go =n
see Submit below.

Tho applcant ceros tha

+ Tha disputa s imiod fo hose mators kdentifod in Part 1 of this form

Save Draft

13. 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.

Temporary Applications @
Insurer Lemm

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

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

e Once you are ready to submit the . _ NOTIGE T APPLICANT
document, navigate to the Certification '
and Signature page and submit the
document as shown below. . gty s s s

Submit Form 2-Certification and Signature

Certification and Signature

The applicant catifes that

14. Confirm your declaration, signature and date :
and click Submit. e e i T

Date Signed
ton Signed | 3052024 |

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

View PDF

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

& Welcome, Insurer Lemmington

TR Commision

(® Logout

:42:37 PM on Friday, 3 May 2024

er s 240503-000174

the

Temporary Applications

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

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

> You will receive an email to advise that a

temporary application has been submitted.

Temporary Applications @ ~
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Temporary Applications

= Fites

/ﬁ{ D New Application/Form ~

E‘ Logout

(= Matter Summary
Recent Activities® ~
Insurer Lemmington @ ~
Matter Number

Matter Name

Testing Worker v The Gunwale

Temporary Applications @ ~
Insurer Lemmington @ ¥
Matter Number

Date Created Application Type

3/05/2024 Form 2-Application to Resolve a Dispute

Insurer Lemmington

Details

@@ Message -Question for the |

Claimant/Worker Name

Working, Test

Status of:

*Pending = temporary application submitted to the
Commission

+Draft = you have saved the application to finish later

*Rejected = the Commission has rejected the application,
refer to the email notification for reason

Status Last Updated Expiring On

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

Notification of rejected temporary
application

e 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

‘ Page

"
&, ...

Pathway Portal
= Fies ﬁ Diary

& Welcome, Insurer Lemmington

A [ NewApplicationForm - (@ Logout
= Matter Summary
Recent Activites®@ ~ | e e x Bl < retresh
Insurer Lemmington @ ~

Temporary Applications @ ~ 2 Refresh
Insurer Lemmington @ ~
LastUpdatod  Exprng On

6052024 2000572028

To resubmit rejected application:

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

rm 2 Temporary Reference: 240503-000174 REJECTED

g@sbaitcomau>

rejected your Form 2 vith temporary reference 240503-000174

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

A [ NewaoplicationForm= = Fites [ Diary (@ Logout

= Matter Summary

Recent Activities @ ~ x m
Insurer Lemmington @ ~
Temporary Applications @ ~ =3

Insurer Lemmington @ ~

DatoCreated  Application Type.

3052024 Form 2-Application to Resolvea Dispute

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

& Welcome, Insurer Lemmington

%o peewmn  Pathway Portal

A [ NewnpplcationForm~ = Fites ) Diary ( Logout

Form 2-Notice to Parties

Pages

7 Application to Resolve a Dispute
(# Worker Details
7 Employer Details ut

er / Scheme Agent Details

tes concemi ing weekly payments and madical expenses.
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Instruction

4. Click Upload to upload the supporting

document bundle (if this was the reason for

rejection) and click Next.

File Name:
h

Note: If your application was rejected for S
having supporting documents over 500 pages,
5. Remove the document l
6. Split the document offline ' B —
7. Re-upload the first bundle (up to 500 pages) i B —
8. Select the ‘Lodge Additional Documents’ e e e e R B
checkbox ==
4. Once changes are made, sign and date the A [rmcsomsconrom S ree (8 oer Bt
application on the last page and click Submit. Form 2-Certification and Signature
e save Drart | E)Submit

“The applicant cerifes that:

+ The applicant

o
45 and 46 of the.

section 289 or section 2894 of the Werkplace Inury.

« The dispute s fimited to those matters

dentifed in Part 1 of ths form,

e SovoDrot

B submit

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

A [ New Application/Form -

Recent Activities @ ~

Note: If the Commission accepts and registers the

Pathway Portal

= Fites

£5) iary

= Matter Summary

Insurer Lemmington @ ¥

Temporary Applications @ ~

resubmitted application, the Filed date will be the Insurer Lemmington @ ~
date the application was resubmitted. T e

ClaimantWorker Name.

Working Tost

& Welcome, Insurer Lemmington

(® Logout
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Replies

How to complete a Reply - Respondent

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

(% AT @)

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 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 - W52/24 - Working Testertwo v Blue Falcon Inustries - Request Reply

© Reply | 6 ReplyAll | —> Forward
PIC v11 Comcase - Training <nswpictraining@sbcit.com.au> D Reply | ) Reply [
To © Lemmington, Insurer Wed 8/05/2024 10:18 AM

[icavrion ; Bomet ek o ; ]

Worker Name: Working Testertwo
Matter No: W52/24

Insurer claim number: TT1010
Insurer Representative Reference:

Worker Representative Reference:

‘The Personal Injury Commission received an application from Working Testertwo on 08/05/2024

Your Reply is due by 29 May 2024

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

privacy ity , the Commission d

Yours sincerely,

Personal Injury Commission

www.pinsw.gov.ay

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

are those of not v

This email including any attached files, i intended solely for i
of the i ission. Ifyou i 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 B> Matter Summary

someone in your organisation. All Reply Requests Fecenthctuiies@ =

are unassigned initially, and Unassigned Reply Temporary Applcatons @ ¥

Requests are visible to all users. Any user can
assign a Reply Request.

Temporary Documents @ ~ Refresh

Unassigned Reply Requests @ ~

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.

How to complete a Reply

Instruction Page

My Reply Requests are your assigned Reply © Metter Summary :
Requests

Temporary Applications @ ~
Insurer Lemmington @ ~

1. Torespond to the reply request, complete the Temporary Documents @ ~

followi ng: Unassigned Reply Requests @ ~ P

Application Type Applicant Rospondent, Dat Requested Dato Reply Dus. Assign

e  C(Click the blue application number link and " s
review the Matter Details, including the My Reply Reaueste 07
parties, application form and supporting
documents.

ton Number  Application Type.

Form2- Application to Resolve a Dispute

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).

personatnjury
CRINT Commision

Pathway Portal
= Fies £ Diary
Form 2A -Notice to Parties

NOTICE TO PARTIES

& Welcome, Insurer Lemmington

A [ New Application/Form ~

(® Logout

om of Worker,

ar

The respondent has 21 days from the date of of the Form 2 to respond by:

« lodgi 2~ Reply to Applicaton to Res pute
Ifyou do not respond pplication, your reply.
PRIVACY NOTICE
0 n tothe Personal uses
P d including to register
appliaion 1 h as this Fe claims.

or referenced in, this completed Form, any ofher nformation
such other b

which s provided by an Applicant, a party o insurer

obtained by
Plying at
ther person (e.g. a doctor or a party to Commission proceedings eto) or o

g mple.

and Workers
be publshed in jury 2020
time during

More detailed nf

Level 21,1 Oxford
Street, Darlinghurst, NSW, 2010.

r Save Drart | [E)Submit

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 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 Direction kplace injury

disputes for a list of supporting documents and information to include with the reply.

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

& Upload

t that Document Category/Type

Lodge Additional Documents
O Lodge additional documents

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

oy Save Draft | [2)Submit

The respondent certifies thet:

is entitled to lodge

section 289 or the Workplace

45 and 46 of

inPart3

Date Signed

8 Certified by Respondent (or Representative) | 8/05/2024 9
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» Here you can see confirmation that the Reply
has been submitted.

b Pathway Portal & Welcome, Insurer Lemmington
= Fies i) viary ( Logout

Form 2A-Reply to Application to Resolve Dispute

) New Application/Form ~

‘The Form has been received at 10:55:39 AM on Wednesday, 8 May 2024

The temporary reference number is 240508-000176

Please record this view

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 ) Reply | € Reply All | —> Forward
PIC v11 Comcase - Training <nswpictraining@sbcit.com.au>  Reply © Reply %
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 ‘ Page

View the Reply

. . @ s Pathway Portal & Welcome, Insurer Lemmington
The Documents section lists the:

A [ vowoptcstonom- B> ries [ piry @ tosout
= Matter Details-W52/24
e Sealed reply form b

° Reply document bundle Date Filed. Application’ Type Filed By Name Filed By Type Status.

0672024 Form 2. Application to Re pute. Sunrise Logal Worker Representative

81052024 (€D Form 2A-Reply to Application to Resolve Dispute. ‘Sunrise Legal

‘Working Testertwo  Blus Falcon Inustries

1. Click the blue document date link to e s o

. Parties @ mm
download and view the document. TS P e et i

Othe 1]

Applica Wrker oananiz Sunrse Logal (TostSunriss, 0411 111 112)
cpor Employer

Application Category Subjoct Sander Date/Timo Sont

Filo Name Related To

0810572024 Form 24 Reply o Applcation o
RosolvDispute
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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

Pathway Portal
£ Fites g Diary

= Matter Details-W47/24

Application Forms €3

& Welcome, Insurer Lemmington

A [ New Applcation/Form -

(% Logout

Date Filed AppicationType

23042024 Form?2-Application to Resolve a Dispute

23042024 *#yForm 2A-Reply to Applicatin to Resolve Dispute

Testing Worker v The Gunwale

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

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

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

4. Type the Message body.

5. Click Send.

9 Messages

Message Thread (2]

Originator
Lemmington Insurance (insurer / Scheme Agent)

Subject®
Message from The Insurer
Message Thread Category
NA v | Thread Closed

Par

nal Injury Commission
Lemmington Insurance-Insurer / Scheme Agent O Testing Worker-Individual

O The Gunwale-Employer

New Message Q

Mescop:

Message for The Commission|
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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 subjode”” 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

Form 2-Application to Resolve a Dispute N/A rom The Insurer Lemmington Insurance 3/05/2024 8:48 AM

Category for incoming
messages will be:

Click blue subject link to
view and respond to the
message

View All Messages —
Which includes closed
threads.

o For Action

o For Noting

L] For Review
View Open Messages —

which only displays
threads that are open

J .

N/A Category indicates thread
was initiated by you

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.

EM 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 ()

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 0 e S e 2 o L
subject link to view message thread. & Matter Details-W47/24 .
Application Forms @)

2u042028 Fomz-

sovaze aman e
Tsting Woror v Th Gunvale

[ — pr—

vz

Parios ©

Paie Payme [ oty Gt

Worker oanoot002, Sunviso Laga Tt Suniso, 041 11112

Employer

2. Click the Print Message Thread button. B4 Messages

Message Thread 2]

Originator
Nathan Johnson (Personal Injury Commission)
Sublect
Questionfor the Insurer

Message Thvead Catogory

Thvead Closed

Testing Worker-Individual

New Message

Message

Instruction

» Asealed PDF document with the entire
message thread is generated and can be , Wa7124 - Testing Worker v The Gunwiale
found in your Downloads folder. iﬁ@ P——

NewSouh Wak - COMMission

y byl Date Printed: 6/05/2024 ©:15:31 AM

Originator Message Thread Category
Nathan Johnson (Personal Injury Commission) For Action
Subject

Question for the Insurer

Participants
Personal Injury Commission, Lemmington Insurance - Insurer / Scheme Agent, Testing Worker - Individual

Nathan Johnson ( Injury Commission) - 08:50:43 AM
Sender
Nathan Johnson

Sent on behalf of

Nathan Johnson (Personal Injury Commission)

Clarification needed
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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 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

S Reply | % Reply. orwar
PIC v11 Comease - Training <nswpictraining@sbcit.com.au> S Reply | € ReplyAll | —> Foward | |

Fii 10,

Locatior nue.
Attendees: Testing Worker (Individual)

i calendar, you tne onyour device

For furthe

Wnat happens i you can't attend an appointment?

1800782675,
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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

Allocati o may need to attend but not
ocgons Worker/Insurer
Allocation Type Venue Date and Time Duration Mode of Attendees Decision Language
Allocation Maker
m Preliminary 8/05/2024 12:00  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

| / Zb} f @@@ / % @ //

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

K see
@ PIC v11 Comcase - Training <nswpictraining@sbit.com.au> O Reply | © Reply Al | > Fomward || G

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

[[CAUTION: This emeil originated from outside of the organisation. Do not dlick links or open attachments unless you recognise the sender and know the content s 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.pi.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 ‘ Page

From the Matter Details page, scroll down to
Documents

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

2. Click the downloaded document to view.

How to lodge an Appeal

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

Instruction ‘ Page

& Welcome, Insurer Lemmington

1. Click on New Application/Form, choose
Workers Compensation, then click on the
form type You can use the platform to lodge a

2 Diary of Allocations and view your §

(® Logout

Motor Accidents

Worker Compensation >

details of those Matters, view

provide

‘The Files menu provides a list of Mat view the Applications, Parties,
locations and i

2. You can now follow the process covered in SS————
Lodge a new application to lodge your appeal. e User ot menu dsiysyou 1

eLeaming and User Guides.

fate your detals.

Comprehensive supporting materials | Form se the Pathway Portal.

Form 20-Miscellaneous Application
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Lodge Legal Representation / Agent Change

How to lodge a Legal Representation / Agent Change

Instruction

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

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

» The Notice to Parties page displays.

‘ Page

ic details of those Matters, view

Form 20-Applicatio tof Death of Worker

> view the Applications, Parties,

pdate your details

110 use the Pathway Portal for

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

B Drewsotntontom- £ i oy

& Matter Details -W22327/24

e —— [ ]
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Notice to Parties

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

» The Application Details page displays.

Notice to Parties

Notice to Parties (2]
Terms and Conltions of Use

(B Submit

For Leoal Practiioners: Use is imited to Certied Australian Legal Practiioners o their

hose useis fled

lian Legal Practioners.
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
en involuntary patientof 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
a protected person vithin the meaning of the NSW Trustes and Gusralian 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

trso i | Baubmt =l

Application Details
5. Populate the Application Details.
6. Select the Application Type:
e Form P03 — Notice of Change of Legal

Representative / Agent
e Form P04 — Notice of Representation

7. Click Next.

» The Party Represented page displays.

Legal Representation / Agent Change
=8 ot @swmit

I Application Details (2] I
nber,

For Motor

Matter/Application Number
M22288/24-01-1

Claimant/Worker Surname” Date of Birth*
noness | &

Jerry.

Claimant/Worker Given Namels)

Ben

Filed By
Filed by

Te:

Filed by Party’

Claimant Legal Representative

Application Type

Application Type"

Form PO3-Notice of Change of Legal Representative / Agent

Are there any resiricti mitations

jour capacity to act for the party?”
O Yes ® No

Restrictions/Limitations on Capacity to Act for Party

(o] (o]

Application Details

8. Populate the Representative Party Details.
9. Populate the New Representative Details.

10. Click Next.

» The Former Representative / Agent Details
page displays.

Party Represented

[ommrooie — —— — —— —— ——

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
r a mobi

i o and ine where you canbe.

Contact Phone
0411222333

Email Reference Number
testlawyer@yopmail.com

Date Commenced to Act”
207102024 | 89

st | B
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Former Representative Details

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

» The Former Representative / Agent Details
page displays.

Former Representative / Agent Details
=1 rsave rart | Submit

Posial Add
[ 1e38 g Rosa

Surburby State Postcode

[ FaRrEOWEST [nsw 2165

) Internationat ( Z

Date Ceased to Act”

[2onozoze |

(o-
14. Read and tick the acknowledgments.

Signature

= e save Dratt | ESubmit

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

the Commission.

16. Click Submit.

| declare that and
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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 ‘ Page

e B om

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 A D rowsootasonrom~ B s[5 vy B Losout
onto the page. [ submission / Correspondence

Submission / Correspondence

3. Choose the Document type: Correspondence 03 ot~ B i B8} s
or Submissions and add a Description if I submission / Correspondence
required.

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

5. Click Submit.

6. Submissions/Correspondence Confirmation
screen will appear, which will show the A [ e soptesontom- B s {0y
Temporary Document Number.

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

How to lodge an additional document after initiating
application or reply

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

Instruction ‘ Page
To lodge an additional document: A [ rsorscnonrom = (5 e (] o
£ Matter Details-W22208/24
From the Matter Details page . e
2800712024 K orker 7 L m
1. Click New Form and select the required form. s - B —|
2. Select New Form P01 — Application to Lodge
Additional Documents.
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Form POT - Notice to Parties

Read the Terms and Conditions.

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

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

Form PO1-Notice to Parties

Notice to Parties (]

Terms and Condiions of Use

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

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

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

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

Assistance

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

decisions vl f the Personal Iury

Vs decis Act 2020 (NSW). An epplication for de-identiication or
fedacton of a decision can be made by a ralevant person at any fime during the proceedings

Moro detailed the way that the

nis avalable at hitps: privacy

Applications to the Commission to access and corfect any personal bo made in writng Lovel 21,1 Oxford
Street, Darlinghurst, NSW. 2010

othe |

| B you

Form POT7 - Application Details

17. Populate the Application Details page.

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

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

proceedings.

4. Populate Service and Consent (as needed).

5. Populate Reason in support of application
field.

6. Click Next.

Form PO1-Application to Lodge Additional Documents
[ ]

Application Details
Related Application

1122288/24-01-Form M1 -Medical assessment

Filed by Name*
Test Lawyer
Filed by Party

Claimant Legal Representative =

Next Allocation
Date of Next Allocation
]

Next Allocation Type

Decision Maker

Service and Consent

Date lodging party became aware of or obtained possessio

1102024 L]

on or control of the Additional Documents*

Have the Additional b oneach party to i
the document in accordance with Rule 67C of the Personal Injury Commission Rules 20217"

or obtaining possession or control of
) Yes ® No

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

I Reasons in support of application I

Submissions in support of Application to Lodge Additional Doci

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

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

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

Form PO1-Lodge Additional Documents
[ ]

Supporting Documents (]
They must:

* have consecutively numbered pages

* beind sorted by
previously lodged

* not be included more than once

document category
* notha

Documents/bundiss that do not comply will b rejected.

Drag and drop o

i more fles here.
pe o upload one or that
or click the upload button to browse for a il

Pathway Portal Insurer User Guide — Workers Compensation

45



8. Add in the Document Details:

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

e  Author —Type in your name.

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

9. Click Next

Form PO1-Lodge Additional Documents

Date of Document*
207102024 | 1

iew | & Clear | @ Remove

10. Read and tick the acknowledgments.

Then either:

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

the Commission.

12. Click Submit.

Form PO1-Signature

=3 # Seve Draft | [ Submit
Signature (]

I declare tht, to the best 5 g andcorrect. | al o for the collection, use and
personal

Date Signed
nSigned | 20102024 | 1

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.

[ New appiicationrorm~ = Fies [ Diary

= Matter Details-W52/24
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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

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.

‘ Page

o
“@E ki Pathway Portal & Welcome,
[ New AppicationsForm =~ €= Fites [ piary C3

& User Profile Bsave

rrrrrrrrr

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

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

3. Click Save.

To change the barrister:

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

To remove batrrister:

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

- B
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What does the Barrister see?

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

et Pathway Portal
A [ Howappiicationrom = [ Fies Diary

= Matter Summary

Recent Activities® ~ o B
Ben Barrister @ ~
rEp— Matte Hama ensits
Aol Beshai ncurer [ -
Al Beam sy naurer [ T
R —— [ P—

il e mytrgurer

Temporary Applications @ -
Ben Barrister @ ~

Unassigned Reply Requests @ ~

& Welcome, Ben Barrister

(= Logout

[ P

s
i

Appiication Numiber Apglication Typa Applicant. FRespordens Dane Rosuested Date Rngly Dun
L ——
My Reply Requests@ ~ m
Ben Barrister @ ~
Active Files@ ~
Ben Barrister @ ~
MISUZE12T Adel Beshs v UAT_QBE
Oote Find Aoplcason Typw [ —— et Allocation Tyo Jr—— r—— Abcsion burmion
ana202 Fermli2. Dumagss sssseamast [ —
e
0.
personal n
Sier smwmow Pathway Portal
A [ NewpplicationForm~ = Files [ Diary (@ Logout
= Matter Details
Application Forms €
Date Filed Application Number Application Type Filed By Name Filed By Type Status
810372023 misi2312 Form M12-Damages assessment Savanna Gray Claimant Legal Representative Open
810372023 Misi/2312 A Motor Accident Reply Lota Level 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
8/03/2023  Form M12-Damages assessment Asauith, Andrew
Parties @
Party Role Party Name Party Type Party Contact Representative
| Responcent UAT_QBE Insurer  Scheme Agent Ruez, Jermy Timeloss Lawyers (Lola Level, 0412777777)-Barrister: Ben Barrster |
Applicant Adel Beshai Claimant 0415666777 SC Motor Accident lawyer (Savanna Gray, 0412067838)
Messages @
Application Category Subject Sender Date/Time Sent
There are no open message threads. Click View All Messages to view closed message threads.
Allocations @)
Allocation Type  Dispute/lsuefinury/Treatment Venue Location Date and Time Duration  Mode of Allocation  Attendees Service Provider  Language
o 8/03/20231000AM  Thour  Teleconference  Adel Beshai (Claimant), UAT_QBE (Insurer / Scheme Agent)  Cassidy, Balinda
Documents €3
Document Date Author Document Category and Type Related To
800312023 Portal Electronic Application Form-Sealed Form Mi2-Damages assessment MIS1/23-12:1, Sender: ortal-Recipient
80312023 Portal Electronic Application Form-Sealed Motor Accident Reply MIS1/23:12:1, Sender; Portal-Recipient
s032023 Central Court Application-Court order MIS1/23.12:1,08/03/2023: Form Mi2-Damages assessment
amra0z2 AmiVilalobos Reply-Index MIS1/23.12:1,08/03/2023: Motor Accident Reply
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Super Users and Contacts

Types of user access

What user can see/do

Type of user

How to become this type of user

Primary contact for
a matter

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

e  See that matter’s details and
documents

e  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

e  (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

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

o Can assign any reply request to
other Insurer Users

o Can reassign matters

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

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

Dersonal nlury Pathway pDrtal & Welcome, Klaus Hargreaves

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

Instruction

Secondary contact has been added

For a secondary contact to view the matter:

Click the Files tab

Click Advanced in the Active Files section
Tick Matters I’'m linked to

Click Refresh.

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

‘ Page

mﬁ sz~ Pathway Portal & Wolcome, Sam Sabat

Files

= Matter Summary
Recent Activities @ ¥ S s x m

Sam Sabat @ -

Active Files @ ¥

v

v
v
v
X

Secondary contact visibility

The Secondary contact:

Can see Matter Details

Can view all documents

Can view all messages

Can send messages

Cannot see allocations in Diary

Active Files @ ~

Sam Sabat @ ~
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Super Users

How to add/remove Super Users

Instruction ‘ Page

Add/Remove a Super User
A super user can add and remove other super
users:

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

e  Tick or untick the Super User box

e Click Save.

& Welcome, Klaus Hargreaves

In this example Isla Innes is now a Super User

As a Super User Isla Innes can now:
e (Can see and act on all matters

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

e Add a Delegate.

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

e Select usersin the drop-down menu.

e Click Refresh.

£
m: iccebiod Pathway Portal & Welcome, Isla Innes

= Commission

a D New Application/Form = [~=> Files m Diary ([® Logout

= Matter Summary

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

Recent Activities by
specific users

apply the filter

Temporary Applications @ ¥
lan Ingram @ ~

Matter Numbar Date Created Application Type Claimant/Worker Name Status Last Updated Expiring On
2-000249 22/02/2023 Mator Accident Reply Pending 22/02/2023
Islalnnes @ ~
Mattor Number DataCrested  Application Type Claimant/Worker Name ~ Status LostUpdsted  Expiring On

20/03/2023 Draft 20/03/2023 0412023

2a0321.000334 [ 210372023 Form MO1-Madical assessmant Test. Tara oratt 210312023 10472023
Klaus Hargreaves @ ~
Leo Leopard @ ~
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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 ‘ Page

& Welcome, Isla Innes

To assign one or more Matters, complete Booee pathway Portal
the following: -

= Matter Summary

Recent Activities @ ~

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

ol o

Unassigned Reply Requests @ ~

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

My Reply Requests @ ~
Kitty Kat @ +
Klaus Harg;

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

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

) o

50~

IslaInnes @~

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

»  All Matters assigned to the selected B e Pathway Portal
person display.

& Reassign Primary Contact

There are 2 options: FEy

Option 1: Reassign All

» Consider this option when someone is =2
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.

A

& Reassign Primary Contact

=, Pathway Portal

oy Pathway Portal

A ) Now ApplcatonsForm ~

& Reassign Primary Contact

Daactivat Contactaftr reassgning all Matters

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

MaterNomber Mater Name

wesza

wezzrzs

wesaza

wessiza

To Reassign some

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

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

2. Click Save

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

& Reassign Primary Contact
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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
o o Pathway Portal & Welcome, Isla Innes
1. Click on the Files tab. A ) Newhoptestonrorn = £ ries 24 vy @ togout
= Matter Summary
. Recent Activities @ ~ sames x x
2. Click on the blue Matter Number =
Temporary Applications @ ~ [ creresn |
link. o ngram © -
Leo Leopard @
Unassigned Reply Requests @ ~
R - |
My Reply Requests @ ~ SRetresh
Kitty Kat @ ~
I [ - B
> Matter Details page displays B pathwayPortal I
[ New aopiicationForm =~ £ Fites [ piery ( Logout

3. Go to Parties section and Click on
Maintain Contacts

& Welcome, Ista Innes

» Maintain Contacts page displays
with current contacts.

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

Contacts

T would slow to mietan the matter contacs.

To update Primary Contact:

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

5. Click Save
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If you need to add a Secondary Contact:
1. Click Add Contact
2. In the Secondary Contact section,
select name from the New

Contact drop down list

3. Click Save

Pathway Portal & Welcome, Isla Innes

[ New ApptcationsForm « £ ites [ Diary (® Logout

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

T would sllow o mointsi the mattor contocts.

ComactType Now Cantct Prone

v | | ossasassss
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Super Users - How to Add a new Contact or Deactivate

Contact

Instruction

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

Note: Only Super User can add a new
contact.

‘ Page

&
&5 oo Pathway Portal
A [ NewaoslicatonForm~ £ Fies ] Diory (® Logout
= Matter Summary
Recent Activities@ v s Y oo |
Temporary Applications @ ~ Srotrosh
lan Ingram @ ~
o b e s Lottpiued Eopingon
souzzs o souzs
v e oz
wosaozs Pendne —
Leo Leopard @ ~
[ wacas

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

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

Super User:

Ticked box indicates the person has Super
User access.

Active Contact:
Ticked box indicates this user is Active.

7o deactivate user:

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

TN Commeson

Pathway Portal & Welcome, Isla Innes

A [ ewsovtostonrom= B rioe £ vy ® ogot

& User Profile

Multi-Factor Authentication

Verified Mult-Factor Authentication Mobile Number

0402105590

Umbrella Insurance Sydney
Postal or DX Address. Stroot Addross
101A Bathurst Straet SYONEY NSW 2000 101A Bathurst Streat SYONEY NSW 2000
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7o add a new user:

1. Click Add Contact

A [ NewApplicationForm ~

& User Profile
‘Multi-Factor Authentication

Verified Mult-Factor Authntication Mobile Number

0402105590

Umbrella Insurance

- Pathway Portal
> ries [ viary

& Welcome, Ista Innes

(® Logout

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.

[ Now ApptcationForm ~

=™

Pathway Portal

08 oy

& Welcome, Isla Innes
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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 .jpeg .mpg .rtf .wmv
.dicm .Jpg .msg tif Xls
.doc .mkv .pdf Liff Xlsx
.docx .mov .png Axt

.eml .mp3 .ppt .wav

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

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 The applicant gets an email that temporary
Portal application received

An application is registered / rejected by the | The applicant gets an email notification
Commission

A reply is requested The respondent gets email notification

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

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

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

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

email notification

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

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

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

Appendix D - Version Control

Version Date Author Major changes Approved by
11 7 May 2024 Nate Johnson Initial version Melissa Golfes
12 November 2024 | Leo Lopez . Added Lodge Legal Representation Change

* Added Submissions and Correspondence

* How to lodge an additional document with an initiating

application or reply
° Added Reference to Rule 67
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