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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 Getstarted

e Navigate the Pathway Portal

e Lodge aform in the Pathway Portal

e  Resubmit a rejected application

o Complete a reply request

e  Review areceived 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 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 toginto iry y Poral
Email Address
below. 5
Password
e
1. Click the following link: Torms and Conions )
X In using the Personal Injury Commission digital service delivery platform you:
https://pathwayportal.pi.nsw.gov.au T S ———
« will avoid any activity that may compromise the security and stability of the
. At e ol it g oo o s G
2_ CIle Reglster. « acknowledge that the platform may not be available at all times or at any particular

time;

iscinn mav immadiataly nd or tarmi

o Reset Password

#lLogin

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 Address
. &  saimaNorris@yopmail.com
all squares with... test.

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

Cl | C k Register‘ « are respansible for any activity conducted under your username (email address);
+ will avoid any activity that may compromise the security and stability of the
platform, its supporting 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 platiorm may nat be available at all times or at any particular
time;

email address. Gl P i

B | agree to the terms and conditions

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

Instruction | Page

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.

Personal Injury Commission - Portal Registration Completion

© ey |  Reply =
Pathuny - Trining > ey | & Repyan |
To - SsimaNonis@yopmelLcon Wed

[CAUTION:

the content s safe.]

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

Top it fatratic your password.

Alternatively, copy snd paste the ink into 8 web browser.

1F the link is not used within i the

addess on the WCC portal,

PLLNSW.QOV.AU o contact us on 1800 PIC NSW (1800 742 679).

This is an automated email. Please do not reply.

This email includi iles, is i v addressee named in confidential i ion. Any views
those of the indivic and are not ily the vi jury Commission. If you are not the
intended recipient, itand notify the Commission on 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
Commission

New South Wales

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 ’'m not a robot and complete the Select
all squares with... test.

12. Click Register.

Page

Personal Injury
Commission

Password Required
Email Addrass
& Saima.Nerris@yopmail.com

Please note that the password must be at least 8 characters, contain at least one number,
gne svmbol and upger and lower case chargeier:

Password

Caonfirm Password

& e

I'm not a robot

Populate User Profile (top of page)

13. Populate the User Profile.

14. Select Insurer/Scheme Agent

Note: All yellow fields are mandatory.

e D Pathway Portal & Welcome.

& [ vewrooiiatonForm- £ ries 23 Diary @ Logot
& User Profile m
[

sl ® smsSchame Agtot O Legs Cooruien
Organisaion
an
Surems
e
T p—
Dateot B
fooon .

e © Fanse © gine

Populate User Profile (bottom of page)

15. Populate User Profile (bottom of page).

16. Click Save.

Mabils Phane
0411222333 Iesnsent from the

;;;;;

Saima Norris@yopmail.com

DX Address
Postal Address
80 Statien Streat
Suburtr State Pasicode.
HEWTOWN nsw 042
Country.
Iniematianal Addrass. Australia

Vorifiod Multi-Factar Authanticatian Mabils Mumber

0411222333
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How to Login to Pathway Portal

Instruction

1. Click the Pathway Portal link on the Personal
Injury Commission website.
Personal Injury
2. Populate the Email Address and Password. New South Wales Commission
3. Click Login. Welcome to Pathway Portal
Login to the Personal Injury Comi @ &
4. Select where you would like the Multi Factor Email Address
Authentication Code (MFA) sent (either your P:sw::‘ma-"""“@*""'“"“‘ SN Personal Injury
mobile or email). Bl New South Wales ~ Commission
] g tho Porsonal iy coY | e e
5. Click Send. SR et
« will avoid any activity that n
platform, its supporting tec
« accept that the Commissior
« acknowledge that the platform
particular time;
6. Populate the Multi-Factor Authentication
Code from the SMS/email you were sent.
, . Personal Injury
7. Click Submit.

Commission

Multi-Factor Authentication Code Verification
@® Send Code via SMS to registered Mobile O Send Code via Email to registered Email
Number 04XX XXX 978 Grace.Gilbert@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.

Multi-Factor Authentication Code
& 867038

& Submit
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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
the Commission

Click New Application/Form to lodge
new applications or forms

possititad Pathway Portal & Welcome, Insurer Lemmington

ﬁ Diary C* Logout

D New Application/Form ~ B Files

Logout when you are
finished using the
Pathway Portal

Diary displays booked
allocations/appointments
u can use the platform toNeey F view the list of Fi - - ~<Cific details of those Matters, view
iary of Allocations and view your User Profile. The menu above provides access to these functions.

Files displays all your
matters

lcome to the Personal | delivery platfori

Home displays help text
on welcome message

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

Pathway Portal Insurer User Guide — Workers Compensation g



Files page

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

Temporary Applications are:
porary App ]NewApplication.'Form-

eDrafts that have been saved

ePending applications waiting to be
registered by the Commission

Temporary Applications@ ~
Temporary Documents @ ~

Unassigned Reply Requests @ ~

Matter/Application Number Application Type Applicant Respondent Date Requested Date Reply Due

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

[ Fites @ Diary

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
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
vour organisation

My Reply Requests are your
assigned Reply Requests

Insurer Lemmington

Click Refresh to update,
to reflect changes during

& Refresh

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

Issue/Dispute  Next Allocation Type Allocation Date Allocation Time
Type

Weekly
benefits
where liability
in dispute

Waekly
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 Time Allocation Duration
Type

30/04/2024 Form 11C- Application for Mediation to  Application ~ Mediation 1/05/2024 10:00 AM 3 Hours

Resalve 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.

» Asearch box displays.

Screen

[ 3]

4
Sty Personal Injury
Commission

s i e Pathway Portal & Welcome, Insurer Lemmington
A [) NewpplicationForm~ = Fites  [I1) Diary (W Logout
= Matter Summary
Recent Activities @ ~ e x
Insurer Lemmington @ ~
Temporary Applications @ ~
Temporary Documents @ ~
Unassigned Reply Requests @ ~
Assign To
Insurer Lemmington v
‘Matter/ Application Number Application Type Applicant Respondent Date Requested Date Reply Due. Assign
Thers e no unassigned raply recuests
My Reply Requests @ ~
Active Files® ~
Insurer Lemmington @ ~
W47/24 Testing Worker v The Gunwale
Date Filed Application Typa 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 v

\W47/24 Testing Worker v The Gunivals

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

decision in

All occurrences on the dispute

page are highlighted

$9.468.10)
Comgensation

for proparty
damage

WA8/24 Testing Worker v The Gunwale

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

Date Filod Application Type Allocation Date Allocation Time

3010412024 Form 11 A

Rosolve Wor

1/05/2024 10:00 AM 3 Hours

Pathway Portal Insurer User Guide — Workers Compensation
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Instruction ‘ Screen

Matter number example My Reply Requests @ ~

» In this example, we typed part of Active Files@ ~
the matter number, i.e. 47. fnsurer Lemmington @

W/&T/24 Testing Worker v The Gunwale
Date Filed Agplication Typa lssusiDspute  NextAllocstonTyps  Allocation Date Allocation Time Allocation Durstion
Tyvs
2300472024 Farm 2-Application to Resolvo o Wookly
Dupute benefits
whers bty

mora than
$9.488101
Compansation
for property

Use Advanced button

Active Files® ~

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

Party Mame

Application Type

View Allosation Date From
© My Matters ® Matters I'm linked to © All Matters 8 Legally Represented Mot Legally Representad =}
: i Allocation Date To
: ]
To fl Iter Active Flles' . You can filter list based on
. Matters 'm linked to whether you have a legal
1. Click Advanced. Insurer Lem|  displays matters where you .
representative or not
Wa7724 Testing Wor are a secondary contact
2- Type sea rCh teXt: Dato Filad A;k )—mwp- Alloeation Date Allocation Time. Allocation Duration
> For Application Number, you O et

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.

» The files that match your criteria Active Files @ = =)
. Insurer Lemmington @ ~ m
dISpIay. 43724 Tasting Worker v Tho Gunwale
DataFaad Aoplication Typa e ot Mo Mo Alocation Time Allocation Duraion

Rezolve Work Injury Damages Glaim
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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.

v

Click New

Submission/Corresp Click New Form to
ondence to submit lodge a new
additional application for this

B Files Diary

= Matter Details-W47/24

D New Application/Form ~ Information matter

JNew Form *

sion/Correspondence

Application Forms €3
Data Filod Apptication Type Type Status
' 4 Click here to 4 :
2310472024 Form 2- Application 10 Resolve a Dispute Generate Consent | o ecnnative Open TR
oOrder to lodge with
230472024 # Form 24 -Reply 1o Application to Resotve Dispute The Commission. esentative Open
Toatng Worker v The Gurwalo [ Goert Conors v | e s
Date Filed Application Type Issue/Dispute Type Status  Naxt Allocation
230472024 Form 2-Application 1o Resolve a Dispute Waoakly bonefits where liabslity in dispute Open User 08| Click New Message
to create a new
Wieekly benefits where work copacity decision in dispute Open Useo8|  message thread for
Madical expenses (where the smount is more than $9.468.10) Open User08, Brpute
(> tion for praperty d Open User08, Despute
Lump sum compensation whel Super Users Can Open User08, Dispute
click to maintain
Primary and
e Secondary Contact eSO
detalls D >
Party Role Party Name Party Type Party Roprosontative
Db L Insurance Insurer { Scheme Agont Lemmington, lnsurer (0411 111 111)

Click an:

Y Testing Worker Worker 041100 1002 Sunrise Legal (Test Sunrise, 0411 111 112 Click Assign
! to sort by Barrister to give a
that column The Gurwale Employer Barrister visibility of
) the matter
Application Category Subject Sendar Date/Time Sent
Form 2-Application to Resolve a Dispute For Action o« for the Nathan Johnson 3/05/2024 B.50 AM
Form 2-Application to Resotve o Dispute N/A €D vessape tiom jre Lemmington Insurance 3/05/2024 8:48 AM
Documents )
Document Author Documant Category and Type Filo Namae Rolated Tu
Date
[ toow ] PIC (Momber,  Certificate of Determination 438_ 596253946 _hxvt253qn 28/04/2024; Proliminary Conference
8/05/2024 L) b7untzuxObvkBva0in-Spa-ySapdt
Portal Electronic Application Form-Form 2-Applicationto  240423-000146.pdf Sender: Portal - Recipient:
Rosolve a Disputo
Poetal Elactronic Application Form - Form 24 - Reply to 240423000147 pdf Sondor: Portal -Recipiont
Click biue document Application to Resclve Dispute
% date link to NA Cavor lottor 1. docx 23/04/2024: Form 2- Application to
wnioad, then view Resolve n Dispute
230472024 NA Cover tetter 6.docx 23/04/2024: Form 2A -Reply to

Application to Resolve Dispute

2 472024 NA Supporting Documents-Form 2 14.docx 23/04/2024: Form 2 - Application to
Resolve o Dispute
142024 NA Supporting Documents -Form 24 28.docx 23/04/2024; Form 24 -Roply o

Apolication to Resolve Disoute

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® . New Application/Form~ [~ Files @ Diary

i= Weekly Diary -List

Start Date* User Name

Weekly Diary - List

(® Logout

Next Week ©

Date Matter A

3/05/2024-Fri 47724 Testing Worker v The  Preliminary Lemmington Insurance (Insurer / Scheme Agent), Testing Worker VIDEO Video

Gunwale Conference Individual). The Gunwale (Employer! CONFERENCE conference

9:00 AM  1hour 30

minutes

Lodge a new application

Overview

Register . Case Assess &
application Receive reply management decide

AN o &

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

Lodge
application

Resolve &
close

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

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

» The Notice to Parties page displays.

‘ Page

@“’ e Pathway Portal
B rim B Doy [® Logout

& Welcome, Insurer Lemmington

platform.

Ykl G s e BIANTONT 10 0ige: 3 Naw ApplicationiForm, Wiew te lst of Filas Of Mallers assigne 10 you, Vew Speciic details of mose Malers, view
a Diary of Allocations and view your User Profile. The menu above provides access 1o thesa functions.

The New App

proviles for lodgment of applicaions and forms.

The Flles menu provides a st of Matters in which you are & party or
‘Allocations and Documents in relation 1 the Matter

ive of a pary. You lect a fia to view the Appiications. Partiss,

The Diary menu slows you to view y

your curent with the Commission. Cantact the Commission to update your detals.

sLsarming and User Guidss

Comprehensive supporting materials Incliding eLeaming modules and User Guides are avalabie ko help you lsam how to use the Pattway Portal for
motor accidents dspule applications.

Accass the elearning medules and User Guides hare

Notice to Parties

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

Completing a Form

» All forms are embedded in the Pathway
Portal.

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

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

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

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

Form 2-Notice to Parties

NOTICE TO APPLICANT

Pathway Portal Insurer User Guide — Workers Compensation
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Instruction

Supporting Documents

& [ NowAvpiicationForm= = Fios (17 Diary

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. e

Document Auther Date of
Oncument

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

— o T—

D 80l ke o o #hore Kk e

yes)
or click the upland buttcr o Browss for il

What are the document requirements? See Appendix A — Document requirements for
information on the acceptable file types and document

requirements.

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

4. Select the document and click Open.

| Burste Paginated Supporting Documents | |All Fles T

Open Cancel

5. Add in the Document Details:

EEE T

e Document Category — Choose Cover Snoutna D
Letter or Supporting Documents. e e
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.
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e Author —Type in your name.

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

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

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

» The Certification and Signature page displays.

Pathway Portal 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

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

Temporary Applications @

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.

NOTICE TO APPLICANT

Submit

9.

Confirm your declaration, signature and date
and click Submit.

Tha appicart caia #t

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

actian 380 s sacon 280A of tha Warksiace Iy
208

Once you have submitted the application, it will go to the Commission Registry as a Temporary Application,

and it will appear on your Temporary Applications List.

Pathway Portal Insurer User Guide — Workers Compensation
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Instruction
View PDF

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

‘ Page

1
Lo ursons Inury
Commssion

L

e Pathway Portal

£ Fies Diery

Form 2 -Application to Resolve a Dispute

42:37 P on Friday. 3 May 2024

& Welcome, Insurer Lemmington

Temporary Applications

11. Go to Files and Temporary Applications to

see the temporary application. You can
download the PDF by clicking the blue
temporary application link.

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

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

Temporary Applications @ ~
Insurer Lemmington @ ~

Pathway Portal Insurer User Guide — Workers Compensation
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Temporary Applications

ﬁ D New Application/Form ~ E Files ﬁ Diary C» Logout

(= Matter Summary |

Recent Activities@® ~ nsurer Lemmington

i Status of:
Insurer Lemmington -
Matter Number Matter Name Details *Pending = temporary application submitted to the
Commission

Testing Worker v The Gunwale (2 Message - Question for the | « Draft = you have saved the application to finish later

*Rejected = the Commission has rejected the application,

refer to the email notification for reason

Temporary Applications @ ~
Insurer Lemmington @ ~

Matter Number Date Created Application Typ: Claimant/Worker Name Statu Last Updated Expiring On

3/05/2024 Form 2-Application to Reselve 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.

Pathway Portal Insurer User Guide — Workers Compensation
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How to resubmit a rejected temporary application

Instruction

Notification of rejected temporary application

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

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

‘ Page

"
‘@' e Pathway Portal & Welcome, Insurar Lemmingtan
B iee (Y iy

A [ Hew noplicationsForm +

= Matter Summary
Recent Activities @ ~ [eTr——
Insurer Lemmington @ ~

Temporary Applications @ ~
Insurer Lemmington @ ~

To resubmit rejected application:

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

‘ommission Form 2 REJECTED

The Commissinn has rejected your Form 2 porary reference

Agplicant: Alpian Motors.
Raspondant: Tast warking
lcation to Resoive a Dispute

Farm Type: Farm 2 - Appl
Dats Lodged: 3/05/2024

jectad an the fallewing basis:

Aoy plet
Documer adged with application. Please re-zub

‘The Comemission has not retained 3 cop of the form.

This is an automated smail - please do not raply.

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

= Matter Summary
Recent Activities @ ~ Imare Lasmmingen < Bl < Fotrest
Insurer Lemmington @ ~

Temporary Applications@ ~ CRefresh
Insurer Lemmington @ ~

Sefncted Govae  0veEEe

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

"
:@i&f e i Pathway Portal & Welcome, Insurer Lemmington

A [) rewAvplicationForm~ = Fites  [F5] Diary (® Logout

Form 2 -Notice to Parties

166 concaming weskly payments ard mecdcal axpansas
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Instruction

1. Click Upload to upload the supporting e .
document bundle (if this was the reason for (o 5

Bocumant Datals

rejection) and click Next. p—

emmingion
Date af Document:
052024 #

Drsig and drop oae or more files hare.

o click the upload bution 1o browse for a fle.

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

‘sacion 208 or secton 2004 o e Workplsce inury
Managemant and Werkers Compansation Azt 1998 ard clauses 44, 45 an 46 of the Workers Compensation Reguisson 2016

+ The dissules i irilac b hose maers identibed in Part 1 of fs form.

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

@" ot Pathway Portal & Welcome, Insurer Lemmington
A [ nowAostcationForm = £ Files Diary

= Matter Summary

Recent Activities @ ~ e p——— 7=
. . . Insurer Lemmington @ ~
Note: If the Commission accepts and registers the
. . . . . Temporary Applications @ ~ m
resubmitted application, the Filed date will be the Irssrer Lonirgion B = )

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

(% Q @’@@ 8}

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 <= Replyis 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 Reply Al | =+ Forard
@ PIC v11 Comcase - Training <nswpictraining@sbeit.com.au> O Ranty | € fwvad | b
To © Lemminglon, nsurer Wed B05/2024 10:18 AM

ICAUTION: D nat clik lnks o cen attachy inles you recogrise the e
Worker Name: Working Testertwo

Miatter Ho: Ws2/24

Insuser claim number: TT1010

Worker Representative Reference:

received i Testertwo on 08/05/2024

Wour Reply iz due by 29 May 2024

the Personal Injury Far please see the

Far privacy and the i include fnks in

Yours sincerely,
Personal injury Commission

waw.pLrw g0 3y

This is 2 v f you need to contact please send a Message via the Pathway platform,

This emall including any st intended solely for nd are those of the individual sender and are not necessarily the views

of the Personal injury Commissicn. If you are please delete e ion o 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 Recent Activities @ = e
are unassigned initially, and Unassigned Reply

Temporary Applications @ ~
Insurer Lemmington @ ~

Requests are visible to all users. Any user can Temporary Documents @ =
aSSign a REPly Reque5t- Unassigned Reply Requests @ ~
1. To assign a Reply Request, complete the m——— R — -

following:

e  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

= Matter Summary

Recent Activities @ ~ e Larsmengan x

My Reply Requests are your assigned Reply

RequeSts Temporary Applications @ ~
Insurer Lemmington @ +
1. Torespond to the reply request, complete the Temporary Documents @ =
fO”OWing: Unassigned Reply Requests @ ~ et
o _ e, Rormn e e R =
e  Click the blue application number link and e s
review the Matter Details, including the My Reply Reauests @ - =3
parties, application form and supporting C s s =
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).

t@
oo ol Pathway Portal & Wolcome, Insurer Lemmington
A [ NowsptcstonForn~ £ Fios [ iy

Form 2A -Notice to Parties

pe—

T mast ceet version

an be Nocated on (e Commision's wibsile of wiww .5 GO 8y

The respor

1 st 21 chays rom e dale of registraion of She Form 2 1o respond by

+ lodging s Foem 2A - Reply 1o Applcation t9 Resolve a Dapute

ity 2 applicaion, the Cx progress the appir: . reply.

Emptoyers shoud contact ther = eme ager )

0 Such 36 this Form

Such persona information and health information may Inchuds, but s

relatod activties or complying with any oer oblgatcns ot Law.

person (e.g. @ coctor or a party 1o Commissicn proceedings efc}or 1o 3

a5 roqured of authonsed by law (Inckiding under the Workplace My Management
ts ¥ autits ¥

Act 2020 {NSW). An application for de-sdentificaion or

Lowe1 21, 1 Oxtord
Sireel, Darlinghurst, NSW, 2010,

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.

‘Supparting Documents -
Dmcument Type *
Form 24

Ducument Batails

insurer Lemmington
Date of Document*
amsz024

Drag and drop ome or more files here.

for ano an oxisting |

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

odga this - unar s6¢tion 269 or soction 2894 of the Workplace.

on Regulation 2016

Date Signed

B Certified by Respordent or Representate) | B052024 8
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has been submitted.

» Here you can see confirmation that the Reply R o Bty ol

A [ New Application/Form ~

e Moy

Form 2A-Reply to Application to Resolve Dispute

The Form has

1105539 AM on Wodnesday. 8 May 2024

The

Please record this number for futurs refs

& Welcome, Insurer Lemmington

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

PIC v11 Comcase - Training <nswpictraining@sbcit. com.au>
To © Lemmington Insurance; ' Test Sunrise - Sunrise Legal (Representative)

“y Reply | € ReplyAll | —> Forward | i

Wed 8/05/2024 11:44 AM

I[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 Resclve Dispute
Date Recelved: 8/05/2024

The Commission has registered a Form 2A - Reply to Application to Resclve 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.

Pathway Portal Insurer User Guide — Workers Compensation
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Instruction

View the Reply

& Welcome, Insurer Lemmington

The Documents section lists the:

e Sealed reply form A foren @

e Reply document bundle [ — B —
‘anseoze G Furm 2. Reply to Apaiication 10 Resobee Dispute. Sunrss Lepal Worker Reprasorestse Open
W Tt s oon s e e
1. Click the blue document date link to
. e i | s
download and view the document. et - f— po—

= = v - ——
Documerts @
o
Fors : S —— [Rew——
o)
I o I
B
Totieme  Suppaing Duomme-fom —
et S
== e r——— = ET e ryep——
Lmrongan e Dopie
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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 [ Pathway Portal Ao o
Commission.

= Fites

A [ New ApplicationForm -

From the Matter Details page:

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

Zh0aze  +rForm2a-feply v Ane

Teating Workee v Tha Gunwals

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

2. Type the Subject. EA Messages

3. Select the Participants.

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

Mezcare

e The Insurer can see messages but not e fr e G
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

Messusasa

Application Category subjele”” Sender Date/Time Sent

Nathan Johnson 3/05/2024 8:50 AM

Form 2-Application to Resolve a Dispute For Action

Form 2-Application to Resolve a Dispute N/A {om 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

N )
For Review View Open Messages —

which only displays
threads that are open

/ -

N/A Category indicates thread
was initiated by you

Click to toggle between:

View Open Messages.

/
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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 ()

Message

 Send

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

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

Clarification needed

Pathway Portal Insurer User Guide — Workers Compensation
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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.

Farm 2 Angiation o Sasels o D

Furm 2 Augiation 1o Basses o D

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.

£4 Messages

Nathan lahson (PersonslInkey Commissiont
Subiect

Qunstion for tha Feurer
asssage Thvesd Category

For Aaten

Theusd Closad

Date Printed: 610572024 9:15:31 AM

2 WA47/24 - Testing Worker v The Gunwale

< Personal
New ot W COMIMHSSIO0

Message Thread Category
For Acton

Originator
Nathan Johnson (Personal njury Commission)

Subject
Queston for the Insurer

Participants

Personal Injury 15cheme Agent, Testig -~ Indiicual
Message: Nathan Johnson (| Injury AM
Sender
Nathan Johnson
Sent on benalf of

Nathan Johnson (Personal Injury Commission)

Mossage
Clarfication needed
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Case Management

Lodge Register Case
application application Receive reply management

Assess &
decide

Resolve &

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

PIC v11 Comcase - Training <nswpictraining@sbeit.com.aus

Dear Lemmington insurance,

The Comanission has B0k The Tolowng BgRainMAnt

Derision Msker: Assessortd Medical
Type of Appointment; Medical Assessment
Appaintment Dste and Start Time: 10/05/2024 1:300M
Ouration: 1 howr

Location Type: Verwe

Atiendees: Tecting Worker (lndividusl)

1Fyou wish 1 ke pelte the appeintment 10 your own caeselr, you may need t download the calendar attachmen calendar e’ on yous device Y need 10 open the i ster
-

iryou vou B4 30 ATDCEAY 0 BT8R T BODONTEMANE

What happens 1 you cart attend an spgsieamenn?

You 25200 25 you becas o sppoimtment. This il Sicw us 0 aiocste the sopointment o Bnotner person

OGNS 0T MaTAF AN BFOBFES e WONI 4rXOUrRE Y0U 10 ALY TS A0OITITHENT FBSE D Hare i FOs B CONORNIG CRANging 1S B0 ThE IO UNTH T et BvBIADIE BpOSITITen ™y b SEPITCan

ifyou or vou s unabie o on 1800 742675,
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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
Allocations n Worker/Insurer

Allocation Type Venue Date and Time Duration Mode of Attendees Decision Language
Allocation Maker
D preliminary 8/05/202412:00 1 hour 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

©

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

‘en)

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@sbit.com.au> © Reply | € Repiy Al | > Fomward | |

To O 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 elick 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.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

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:

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.

You can usa tha platform o lodge &
& Diary 0f AOCABONS Snd ViEWw your

The

& Welcome, Insurar Lammington

The Files menu provides a listof Matf
Mlocations and Documents in retatior] Fon

The Diary menu alows you ta vew o
>

The User Profils menu dispiays your|

eLearning and User Guides

details of those Matters, view

view the Appications, Paries,

faate your detais.
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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

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

A [ New AvpticationForm = = Files [ piary

[ Submission / Correspondence

‘Submission / Correspondsnce

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

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

5. Click Submit.

‘ Submission / Correspondence
ac,...ﬁ yven

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

A [ NewrspticstionsForm = B Files (] Diary

D Submission / Correspondence Confirmation
The ollowing docum aos20ze
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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 @ = [onrs §

Insurer Lemmington @ +

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.

T Do B G

= Matter Details-W52/24
Apcation Forms B

e

wosaes QD Faman o

‘Woeking Tastetwo v Blus Faicon Inustrist

DutaFiad A
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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 ‘ Page

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.
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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 barrister:

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

T e Pathway Portal & Welcome, Ben Barristor
A [ sowppicationom = £ Fies Diary ([ Logout

= Matter Summary

Recent Activities® ~ e x
Ben Barrister @ ~

[res— Mtta Nama sy

e e rrer [T

el Besnon v wmyngurer [t

o iy naarer [~=]

Bl st e [ THrUTT———

Temporary Applications @ ~

Ben Barrister @ ~

Unassigned Reply Requests @ ~

Assign To

p

Appcation Namber Apgication Typa Applicant Fespandent Dot Roguestnd e oply Do

Thove aro naunmssigned resly roquests

My Reply Requests@ ~ m

Ben Barrister @ ~

Active Files@ ~

Cwte Find Applicon Type. [ —— Nt Alecation Tym Allecsion Data Allccation Tima Aliscation Guraticn

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

X Cannot send messages

o Pathway Portal

_ D New Application/Form~ (7= Files ﬁ Diary [ Logout

= Matter Details

Application Forms (@)

Date Filed Application Mumbr Application Typs Filad By Name Filed By Type Status
ai032023 M Form Mi2-Damages asssssment Savanna Gray Claimant Logal Represantative open
80372023 [ ) Motor Accident Reoly Lota Lavel Insurer/Schame Agent oen

M151/23-12-1 Adel Bashal v UAT_QBE

DoteFiled  Applicstion Type. Issue/Disgusta Type stotus Next Allacation Application Guner
Q032023 Form MI2-Damages assessmant Damsges assessmant usting decision prT—
Parties (@)
Farty Folo Farty Name Party Tyse Forty Cantact Fopresentativa
| usT.qeE Insurer | Scheme Agent Fuez, Jermy 0 Timeless Lawyers iLola Level, 0412777777)-Barsister:Ben Barrster |
Applicant Adel Besha Glaimant 0415686777 SC Mesce Accident laweyer [Sauarna Gray, 0412067835)
Mossoges @ [ vew st enses |
Apslicatian Cotogory Subject f— DeteiTime Sert
Thara are no. v, Click v
Allocations )
Allocation Type  Disputenssus/insury/Trestment Venus Locstion  Date and Time Duration  Mode of Allocation  Attendses Service Provider  Langusge
MisKZa 210 BUI20231000AM  houw  Telecanforance  Adel Beshai (Claimantl, UAT_QBE linsurer | Scheme Agentl  Cassidy, Belinda
Dacuments B3
Documant Date Authar Documont Category snd Typo Rlated To
Portal Elactroric Apalication Form - Sealed Form Mi2. amages ssezsment MISY23.12., Sarder Pertal - Recipicnt:
Portat palicat MISIZ3-12-1, Servter: Portal-Recipient:
Central Court Anptication-Court rder MISI/Z3-12-, 08/03/2023: Form MIZ- Damaiges assessment
Ami Villalobos Roply-indx MIS1/23-12-1, D8/0372023: Motor Accidant Roaly
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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

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

e  Can see and act on all matters

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

. Can assign any reply request to
other Insurer Users

. 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:

Pathway Portal

& Welcome, Klaus Hargreav

es

®_ D New Application/Form - [~ Files ﬁ Diary [® Logout
= Matter Details
Application Forms (B
Date Filed Application Number Application Type Filed By Name Filed By Type Status
023 M199/23-5¢ Form M51-Medical asse Max Rice Claimant Open
21/04/2023 M199/23-62-1 Form M&2 - Geners! Max Rice Claimant Open
M189/23-51-1 Max Rice v Umbralla Insurance 8 New Message
DateFiled  Application Type Issue/Disputs Type Status Mext Allocation Application Owner
5/04/2023 Form M51-Medical assessment Degree of permanent impairment Ninavic, Vera
Dismiss medical azsessment application Ninavic. Vera
Late edditional documentztion Awsiting decision Ninavic. Vera
1M199/23-62-1 Max Rice v Umbrella Insurance B New Massage
DateFiled  Application Type Issue/Dispute Type Status Stood Over  Next Allocation Application Owner
Expiry Date
21/04/2023  Form MG2-Genersl Assessment O Stood 2l dispute not vet finalized 2110r2023 Barake, Ehab
Closed Barake, Ehab
Parties () & Assign Barrister
Pan: Name Pam TxE Party Contact Representative
Umbrella Insurance Insurer / Scheme Agent Has s, Klaus {) I

Max Rice

Claimant

0422323222

View All Messages.

osed message threads.

Date/Time Sent

Author
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After a Secondary contact is added

Instruction ‘ Page

Secondary contact has been added

}'@!S ot Pathway Portal & Welcome. Sam Sabat

For a secondary contact to view the matter:

= Matter Summary
e Click the Files tab I E :

Active Files@ ~

e Click Advanced in the Active Files section
e Tick Matters I'm linked to
e  Click Refresh.

Alocaton DateFrom

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

Secondary contact visibility

The Secondary contact:
v' Can see Matter Details
v" Can view all documents
v' Can view all messages
v
X

Can send messages
Cannot see allocations in Diary
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Super Users

How to add/remove Super Users

Instruction ‘ Page

Add/Remove a Super User

Pathway Portal

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.

In this example Isla Innes is now a Super User

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

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

e Add a Delegate.

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

e Select users in the drop-down menu.

e  Click Refresh.

=)
Y
;@&‘ prcioebigd Pathway Portal & Welcome, Isla Innes

Commission

« D New Application/Form = 7= Files m Diary (® Logout

= Matter Summary

Recent Activities® ~ fan g
lan Ingram @ ~ o
Matter Number Matter Namo ' lan Ingram
Umbrella Insurance v Joff Hanna [ tsia Innes
Unmbrella Insurance v Jeff Hanna [ Kaus |
A s Fraslal v s ke R —— Super Users can filter Click Refresh to

Recent Activities by

apply the filter
specific users

Mattor Numbor Dato Created Application Type Claimant/Worker Nama Status Last Updatod Expiring On

Temporary Applications @ ~
lan Ingram @ ~

22/0212023 Motor Accident Reply Pending 2210212023

Isla Innes @ ~

Matter Numbar Dot Creatod Application Type Claimant/Worker Name Status Last Updated Expiring On
2010372023 Draft 20/03/2023 3/0412023
0334 (B 210312023 Form MO1-Medical assessment Test, Tara Draft 21/03/2023 4/04/2023

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

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

= Matter Summary
Recent Activities @ ~

Temporary Applications @ *
Unassigned Reply Requests @ ~

Wy Reply Requests @ ~
Kitty Kat @ =
Klsus Hargreaves @ =

Pathway Portal

& Weicome. st I

»  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 & el

Pathway Portal Insurer User Guide — Workers Compensation

47



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

'ﬁ' o ] Pathway Portal
A [ NowAvptcatonom -

& Reassign Primary Contact

e 80y

& Welcome, Isla Innes

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.

A [ ewnppicatonForm+ £ riiss [ iy
& Reassign Primary Contact
Note: The Phone field is a mandatory e
field. If it is blank, please add phone — = <) s
number. — o
3. Click Save e 3
»  All Matters will now be reassigned to —
the selected person.
To Reassign some & 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

1. Click on the Files tab.

2. Click on the blue Matter Number
link.

’ Page

'@* Stk Pathway Portal

= Matter Summary
Recent Activities @ ~ -
Temporary Applications @ ~
lan Ingrom @ ~

Leo Leopard @ *

Unassigned Reply Requests @ ~

Aasign
e
Roptcsin s Sestcaten Ton s [ Ore S e iy D
. —
My Reply Requests @ ~
Kitty Kat @ ~
[ weeasan | s - - o umis e e oz

» Matter Details page displays

3. Go to Parties section and Click on
Maintain Contacts

1&;3 e Pathway Portal

& elcome, sta nnes

A [ nownpptcatonForm= > e [ ol ( Logout
= Matter Details
Appication Farms @)
wosases S——— e ek S—
Ry uganats )
wr— e preres —-— v ———

N == = e
B — R . S
end e
= =

o =

» Maintain Contacts page displays
with current contacts.

To update Primary Contact:

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

5. Click Save

é@: tmmisr Pathway Portal & vietcome, Isla Innes.
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If you need to add a Secondary Contact:
:ﬁ‘ Pathway Portal

1. Click Add Contact

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

Comta

2. In the Secondary Contact section, T

select name from the New
Contact drop down list

3. Click Save
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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

‘ Page

il Pathway Portal
B [ rovtcstonrom- [ Fien

= Matter Summary
Recent Activities® ~

Temporary Applications @ ~

B ey [ Logoue

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

lan Ingram @ ~
Note: Only Super User can add a new =
contact.
Leo Leopard @ *
» User Profile page displays with a
list of all active users for your B o Pathway Portal P

PR

& User Profile

Verifod Mo Factar dutharnticaton Maisla Humisee

0402105590

Pestalcr 6 Adress

1A Bathurst Sirost SYDNEY HEW 2000

= Fres

£ s

Stroot addraza

To add a new user:

1. Click Add Contact

:m?*' Lo Pathway Portal & Welcome, lsla Innes
A [ vewrppiicationsForm - [ Faes

& User Profile

Verifod Mo Factar dutharnticaton Maisla Humisee

0402105590

£ iy @ ot

Save

Pathway Portal Insurer User Guide — Workers Compensation



2. Fill'in all yellow mandatory fields

3. Click Save

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

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

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

&+ Add New Contact

PR —

Pathway Portal
> ies [ Dy
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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 .Jjpg .msg tif Xls
.doc .mkv .pdf Liff Xlsx
.docx .mov .png xt

.eml .mp3 .ppt .wav

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

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

Term

Case Owner

’ Definition

The person responsible at the Commission for managing the
case.

Multi Factor Authentication (MFA)

When logging into 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

A reply is requested

The respondent gets email notification

A reply submitted

The respondent gets email notification that reply temporary
application received

Reply is registered / rejected by the
Commission

The respondent and applicant get an email notification

Allocation is booked / cancelled /
rescheduled

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

Outcomes are available

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

Documents have been shared with you

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

You receive a message from the other party
or the Commission

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

Application closed

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

Appendix D - Version Control

Version Author ‘ Major changes Approved by

11 7 May 2024 Nate Johnson Initial version Melissa Golfes

Pathway Portal Insurer User Guide — Workers Compensation

55






