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User Guide Overview

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

What will the guide cover?

This guide will cover how to:

Get started

Navigation

Lodge an application in Pathway Portal

Resubmit a rejected application

Complete a reply request

Review a received reply

Send and receive messages

View allocation details

View outcome documents

Explain how to lodge a review and further application

Assign a barrister

Describe different levels of user access

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

Submissions and other Correspondence

Lodge an additional document after initiating application or reply
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Get started

How to access and register for Pathway Portal

All parties that need to submit, engage with or view matters they are involved in must

register to use Pathway Portal.

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

e Administrative staff may be added as Delegates (see the end of this User Guide for

details on how to do this). Delegates do not need to follow the instructions to
register as a Legal Representative, but are added by a Super User as their

Delegate.

Instruction Page

Access Pathway Portal

e You can access Pathway Portal via a
browser.

e Chrome and Edge are the
recommended browsers.

e The weblink is found on the Personal
Injury Commission website and in the
first step below.

1. Click the following link:
https://pathwayportal.pi.nsw.gov.au

2. Click Register.

B

G ermus  Personal Injury

New South Wales ~ Commission

Welcome to Pathway Portal

Login to the L Injury y Portal

Email Address
Password

]

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

= are responsible for any activity conducted under your username (email address):

= will avaid any activity that may campromise the security and stability of the
platform, i ing technology and d in:

= accept that the Commission is not responsible for loss of any unsaved information;

= acknowladge that the platform may not be available at all times or at any particular

time;

issinm maw immeristaly susnend ar terminats wnir

o Reset Password 4 Login

Register your email address

1. Follow the prompts to register your
email address.

3. Tick to agree to the terms and
conditions.

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

Click Register.

» You will then receive an email to
validate your email address.

Personal Injury
Commission

Registration

Email Address
- Saima.Norris@yopmail.com

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

+ 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 technalogy and data contained within;
+ accept that the Commission is not responsible for loss of any unsaved information;
«» acknawledge that the platform may nat be available at all times or at any particular
time:;
thatshal " 2 susnandacs

B | agree to the terms and conditions

~

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

Instruction Page

Click Pathway Portal link in email

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

2. Click the Link in the email.

Persanal Injury Commission - Portal Registration Completion
€ Reoly | & Replyal | 3 Foord | | |-
Wed 81372023 1000 A8

the sender and know

Thank you

the content s safe]

To proceed with the regit acass follow the Link to set your passwerd,

Altematively, copy and paste the link inta a web browser.

o

0 minutes you o i e WCC portal.

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

This is an automated email. Please do not reply.

is addressee il information. Any views
expressed are those of the individual sender and are not necessarily the viewss of the Persana! Injury Commission. Ifyou are not the

intended recipient, please delete it and notify the Commission on 1800 742 679,

Update Mobile Number

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

v Y%

New South Wales

Personal Injury
Commission

Multi-Factor Authentication Code Verification

® Update Mobile Number.

New Mobile Number

0 0411222333

Type code

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

Personal Injury
Commission

Multi-Factor Authentication Code Verification

©® Update Mobile Number

New Mobile Number

0 0411222333

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

Multi-Factor Authentication Code

&
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Instruction Page

Create new Password

5. Enter Password and Confirm
Password.

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

7. Click Register.

Personal Injury
Commission

New South Wales

Password Required
Email Addrass
& | saima.Nerris@yopmail.com

Please note that the password must be at least 8 characters, contain at least one number,
aoc svmbol and yoper and lower case chargoter:

Password
& e
Confirm Password
‘ —
™~
I'm not a robot st
% Register

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

9. Select Legal Representative as user
type.

Note: All yellow fields are mandatory.

éﬁ% Pathway Portal & Welcome.
orm= [ Flles ﬁ Diary

® Legel o © Corgaration
o
Timsloss Lawyors
A
Othe Tite
Gende oter
5 Mals @ Fomale © Giher
B e

Populate User Profile (bottom of

page)

10. Populate User Profile (bottom of
page).

1. Click Save.

[

Business Phone.

Mabile Phone

0411222333 O Teonsent

89 Station Street

Suburb state Postcode
NEWTOWN NSW. 2082
Country
O International Address Australio

Multi-Factor Authentication

Verified Multi-Factor Authentication Mobile Number

0411222333
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How to Login to Pathway Portal

Instruction

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

13. Populate the Email Address and
Password.

14. Click Login.

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

16. Select where you would like the Multi
Factor Authentication Code (MFA)
sent (either your mobile or email).

17. Click Send.

‘Page

g =5 Personal Injury
New South Wales  COMMIission

Welcome to Pathwaw Bartal

: s Personal Injury
uen.:.wnwm Commission

[T ———

* B AERPONSIRG 191 Y ATIEY (ORDUCT] e

o i E LI T P COTETESE I SECU
5 SUppOning WOk S G CRNENED A

& B ITGN T CONTeRIOn o 0% N I 100 O Sy W Bl

& Sctcmraisayn e o pEsr rgy o B SR B 58 e o 3 Sy parcu

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

19. Click Submit.

Personal Injury

New South Wales Commission

Multi-Factor Authentication Code Verification

® Send Code via SMS to registered Mobile © Send Code via Email to registered Email
MNumber O4XX 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.

Multi-Factor Authentication Code

& | sadaz4
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Navigation
Home page

After you login to Pathway Portal the Home page displays:

e The grey information box in the centre describes what you'll find in each tab in the
toolbar along the top.
e The tabs always display along the top whatever page you're in, so you can find your

way back using the tabs at the top.

Click New Application/Form
to lodge new applications or
forms

= Fites

PR———— A D New Application/Form @ Diary
Home displays help - | -
text on welcome

message

P
Welcome to the Per|

Diary displays booked
allocations/appointments

Files displays all your biwvery platforn]
matters & disputes

Bw the list of Fil

You can use the plat]
ions bove provides

[ those Maters, view
a Diary of Al /

The New Application/Form provides for lodgment of applications and forms.

The Files menu provides alist 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 refation 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 Gommission. Contact the Commission to update your details.

Files page

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

= Fites

ﬁ Diary

A [ New appticationsForm =

= Matter Summary

Recent Activities @ ~
Saima Norris @ ~

{ Temporary Applications are:
« Saved drafts
* Pending applications
waiting to be registered by
the Commission

Temporary Applications @ ¥
Saima Norris @ ~

Matter Nurbor

o Apolic Last Updatod

20m2022

152022 Form MO8 1smzez

Unassigned Reply Requests are -
reply requests from the " Unassigned Reply Requests 0~
Commission yet to be assigned d

in your organisation

e To
\ima Norris

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

-

My Reply Requests are your |

ﬁ

Thero 310 o unassigned faply roaussts

& Welcome, Saima Norris

SRefresh

or

User Profile displays your
current contact details with
the Commission

Logout when you are
finished using Pathway
Portal

re you are the

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

\KRecent Activities

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

assigned Reply Requests My Reply Requests @ ~ M = Motor This is 15t
. Saima Norris @ ~ Accident application
( \ of this type
Active Files are active disputes L Active Files on this
& o /
you are associated with matter Y/
Aosteatn e Nt AlocatonTyon._ AllocatonDuta NlceaionTina Aleceton Durton
kit ool st
(~ — Closed Files® ~
’ Closed Files display for 30 days Saima Norris @ ~
MBBO/22 311 g ARV WA
enriad Dot Tyoe N Nidcvin Aaocsioae
iz R i vaoez

Pathway Portal Legal Representative User Guide




Filter Active Files

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

e use Ctrl+F
e or use Advanced button.

Instruction

Use Ctrl+F

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

While on the Files page:

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

» A search box displays.

&

a

Personal Injury.
Commission

D New Application/Form ~

Pathway Portal
B Files % Diary

= Matter Summary
Recent Activities @ ~
Islalnnes @ ~

Temporary Applications @ ~
Islalnnes @ ~

Unassigned Reply Requests @ v

Application Number

Application Type Applicant Respondent

‘There are no unassigned reply requests.

My Reply Requests @ ¥
Islalnnes @ ~

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

Date Requested

Assign To

Isla Innes

Date Reply Due Assign

& WETEoTe, Isla Innes

x

Dato Filed

9/03/2023

Application Type

Form Mi2-Damages assessment

Issua/Dispute  Next Allocation Type

Type

Damages

Allocation Date

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

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

Islalnnes @ ~

Active Files@ ~
Isla Innes @ ~

M153/23-121 Gino Lilli v Umbrella Insurance

Date Filed

/0372023

Application Type.

Form MI2-Damages assess

Isst
b

2" number is how
ment oam many times text
*=  was found on page

Click down arrow to
jump to next
occurrence (if

Date Filed

18/07/2023

Application Type

Issue/Dispute ~ Next Allocation Type
Type

Form MO1-Medical assessment Degree of

permanent
impairment

Allocation Date

Allocation Time

Allocation Duration

Date Filed

18/07/2023

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

Date Filed

19/07/2023

Application Type

Issue/Dispute ~ Next Allocation Type
Type
Degree of

pormanent
impairment

All occurrences on

Form MO1-Medical asses

the page are

Allocation Date

Allocation Date

Allocation Time

Allocation Time

Allocation Duration

Allocation Duration

Pathway Portal Legal Representative User Guide
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Instruction

Matter number example

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

Use Advanced button

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

To filter Active Files:

1. Click Advanced.

2. Type search text:

» For Application Number, you
must type the full application
number, eg m269/23-01-1

» For Party Name, you type as:
e Firstname (or part of the

firstname)

e Lastname (or part of the
lastname)

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

3. Click Refresh.

Screen

Islalnnes @ ~

Active Files@ ~
Islalnnes @ ~

M153/23-12-1 Gino Lilliv Umbrella Insurance

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

9/03/2023 Form M12-Damages assessment Demages
assessment

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

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

18/07/2023 Form M1 -Medical assessment Degreeof
permanent
impairment

269

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

18/07/2023 Form M1 -Medical assessment Degreeof
permanent
impairment

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

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

1910772023 Form MO1-Medical as Degreeof
permanent
impairment

Active Files® ~

Application Number
m269/23-011

Application Type

View

® MyMatters O Matters I'm linked to

Party Name.

IslaInnes @ ~

Mi53/23-12-1 Gino Lillv Umbrell

Date Filed Application T,

Matters I'm linked to
displays matters where
you are a secondary

Allocation Date From ~ Allacation Date To

P ==

9/03/2023 F

Allocation Date.

Allocation Time

Alocation Duration

» The files that match your
criteria display.

Active Files® ~
Islalnnes @ ~

M269/23-01-1 Peta Pracctio v Umbrella Insurance

Date Filed Application Type

18/07/2023 Form MO1-Medical assessment

Issue/Dispute ~ Next Allocation Type
Type.

Allocation Date

Allocation Time

Allocation Duration

Pathway Portal Legal Representative User Guide
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Instruction Screen

No files listed after Advanced Active Files ® ~

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

To see all your Active Files:

1. Click Advanced.

2. Delete the criteria you
entered.

3. Click Refresh.

Search Islainnes @ ~

Matter Details

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

Details display.

= Fites

[} New Avptiationorm -

82 vy
= Matter Details

Application Forms €

Date Fied Filod By Noma

ooaz0zs

Lolatevel
90372023 Graco Gibert

15372121 Gino Lill v Ubrella Insurance.

FiodBy Type.

DateFld  Application Type

9032023 Form Mi2-Damaes assessment

parties @

Next Allocation Applcaton Owner

Mecallam, Elln

[

Pty Namo -
Gt clamas
- Coegay s Son e
Docunents @
Click any blue o nutor Floare [
[ YR — UMY DGCUMENT FOR LEARNING PURPOSES 9 docx WIS923.121,Sondor, Lbary Lvyers- Rocpant
heading to sort by
swgaoes Porat M2.121, Sondor Porl-Roin
o o 2s0300.0003280t WS23.121,Sondor Porol-Rcin
sz i Crri e MIS2312.,09032023 Form Mi2-Daages assasment
Click blue document anazz Gucoibor

resly bundlepot

date link to
download, then view

Pathway Portal Legal Representative User Guide
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N
Click New Form to
lodge a new
application for this
J
A
Click New Message
to create a new
message thread for
J

Click Assign
Barrister to give a
Barrister visibility of

12



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

A [ NowApplcationForm~ £ lies  [I Diory ( Logout

= Matter Details

Apptication Forms )

Click New Message to
WoA1/25-01 Pete Porkowski 00 Urnbesla nsurance create a new message
OnaFiod  Applicaton Typo ssouDaputa Tyoe stovn Next Alicaton Aspicaton Owner thread for this application

1.2 Potr Perlowsk-01 v Umbrolla Insurance.

vaFied  ApplcationType [rmE——— Status et Alocation

0082023 Ferm MO1- Mok sasasims v

partis @ == / Click Assign Barrister to

Party sl Party Nama Pty Tyme party Cantact Reprsssntsis add counsel

Click any to
sort by that column

Click blue document
date link to download,
then view document

Diary

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

D New Application/Form ~

i= Weekly Diary-List

Start Date” User Name

@ Previous Week 24/02/2023 Benjamin Bution x X Next Week ©

Weekly Diary -List

Date Matter Number  Matter Name Allocation Type Attendees Venue Name Location Mode of Allocation  Time Duration
27/02/2023 - M120/23 Sheryl Pan v mylnsure Medical examination  Sheryl Pan (Claimant), mylnsure (Insurer / Scheme Agent) Huffman Sydney Clinic SYDNEY  Venue 4:00 PM 1 hour
Mon

Pathway Portal Legal Representative User Guide



Lodge a new application

Overview

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

& AN &b &

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

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

Notice to parties

Claim Details = Continue to provide one single,
. . . . indexed and paginated

Claimant Details and Legal Representative details document with application

Insurer Details and Legal Representative details
Supporting Documents (help text varies per applicatl ¢ Temporary application is a new
Certification and Signature. Coreept

There will also be a page to capture details of the dispute/injury/treatment. The questions
on this page will vary depending on the form and disputes selected. There will be multiple
pages if multiple disputes have been selected.

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

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

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

Pathway Portal Legal Representative User Guide 14



What application forms can be submitted?

Forms and schemes

e Forms MO1 - M41 are for 2017 Scheme
e Forms M51- M64 are for the 1999 Scheme.

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

Code ‘ Form name | Scheme
MO1 Medical assessment 2017
MO2 Review of a medical assessment 2017
MO3 Further medical assessment 2017
M1 Exemption 2017
M12 Damages assessment 2017
M13 Further Damages assessment 2017
M14 Damages settlement approval 2017
M41 Application for appointed representative 2017
M21 Miscellaneous claims assessment 2017
M31 Merit review 2017
M32 Review of a Merit review 2017
M51 Medical assessment 1999
M52 Review of a medical assessment 1999
M53 Further medical assessment 1999
M61 Exemption 1999
M62 General Assessment 1999
M63 Further General Assessment 1999
M64 Special Assessment 1999
PO1 Application to Lodge Additional Documents

P02 Notice of Ceasing to Act

P03 Notice of Change of Legal Representatives

PO4 Notice of Representation

PO5 Direction for Production

PO6 Notice of Discontinuance

Pathway Portal Legal Representative User Guide




Note: The Motor Accident Reply form is also submitted via Pathway Portal.

How to lodge a new application
In the following example Grace Gilbert who is the Legal Representative for the Claimant is

lodging a New Motor Accident Application on behalf of the Claimant.

Instruction ‘ Page

New Application Form

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

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

Motor Accident Application - Notice
to Parties

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

22. Click Next.

» The Motor Accident Application -
Claim Details page displays.

Pathway Portal Legal Representative User Guide
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Instruction ‘ Page

Motor Accident Application - Claim
Details

23. Complete the details as follows:
e Date of Accident - Type in the
date or select the date from the
calendar.

Note: The Date of Accident determines
the Scheme and the application forms
available for selection.

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

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

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

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

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

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

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

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

Matching the claim number to the Universal Claims Database

e The claim number is checked against the Universal Claims Database (UCD) and
confirms if it is a valid claim number, it will show The claim has been found in
green.

e |[f the Claim has not been found, it will display in red. You should check the Claim
number again and make sure that it is correct.

e |[f you are satisfied that it is correct, there will be another check box that you can
tick Proceed without matched claim.

Pathway Portal Legal Representative User Guide
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Instruction

Application Details
24. Complete the following:

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

» The Matters in Dispute page
displays.

Matters in Dispute

25. Select the relevant disputes.

Filed By

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

27. Filed by Party - Select Claimant
Legal Representative.

Legal Incapacity

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

29. Click Next.

» The Claimant Details page displays.

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

Pathway Portal Legal Representative User Guide
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Instruction ‘ Page

Claimant Details

Form MO1-Claimant Details

30. Complete the Claimant Details as
follows:
e Surname - Type in the Claimant’s
last name.

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

e Title - Select the Title from the
drop-down menu.

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

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

e Address - Type in the relevant
fields.

e International Address - Tick if
applicable.

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

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

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

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

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

Interpreter

31. Complete the details as follows:

e Interpreter Required - Select if
the Claimant requires an
Interpreter.

e Language of Interpreter - Select
the language from the drop-down
menu.

e Individual has a disability - Select
if applicable and add notes.

e Claimant has a Legal
Representative - Select if
applicable

Pathway Portal Legal Representative User Guide
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Instruction ‘ Page

Claimant Legal Representative

Details

Claimant Legal Representative Details

32. Complete the details as follows:

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

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

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

e DX Address - Select if applicable.

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

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

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

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

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

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

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

e Contact Phone - Type in any
other contact numbers.
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e Email - Populate the Primary
contact’s email address.

¢ Reference Number - Populate as
required.

33. Click Next.
» The Insurer Details page displays.

Instruction

Form MOT- Insurer Details

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

‘Page

Form MO1-Insurer Details

Claim Number

i " International Address

Insurer Details continued

35. Complete the details as follows:

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

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

Contact Phone
0466777999
Contect Email

Waus hargreaves@yopmailcom

Ifgurer has a Legal Representative

e Addin the Insurer Legal
Representative Details name and
address details.

Insurer Legal Representative Details

O DX Address.

Postal Address'
89 Station Streat

Suburb® stato Postcode

(v ) (s ) (e )

e Add in the Insurer Legal
Representative contact details.

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

36. Click Next.

» The Degree of Permanent
Impairment page displays in this
example. The content and questions

Contact Phone

0411555999

Email Reference Number

benjamin.buttonayopmail.com 8B:919/23
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on the next page will vary depending
on the application type and the
dispute (s) selected earlier.
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Instruction

Degree of Permanent Impairment

Dispute Referral

37. Select Yes/No to the questions.

‘Page

Form MO1-Degree of permanent impairment

Dispute Referral

Date internal review was requested”
06/04/2023 81

Injury 1

38. Complete the details as follows:

e Add the details of Injury 1.

e Click Add Injury to add another
injury.

e Click Remove injury to remove an
injury from the page.

Related Application Details

39. Add in any Related Application
Details if applicable.

Related Application Details

Other Dispute Details

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

41. Click Next.

» The Supporting Documents page
displays.

Other Dispute Details
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Instruction

Supporting Documents

The Supporting Documents page
provides information about what you
need to lodge for certain application
types.

Note: Supporting evidence is to be
submitted as a single indexed and
paginated bundle & should not exceed
500 pages on certain initiating
applications. (Refer to PIC Rule 67)

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

Form MO1-Supporting Documents

Supporting Documents

Please upload the documents you wish to rely on as a paginated and indexed bundle
PLEASE NOTE THE FOLLOWING:

- Appointed representative: if you are lodging an appointed representative application, please upload supporting evidence of the selected incapacity types (6.0
certificate, Guardianship Order or Financial Management Order)

= Merit review if the amount of weekly compensation or statutery benefts is in dispute, you must include a schedule of earmings in the approved form. The appr
Schedule of Eamings form is available here = Motor accidents forms

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

« Surveillance recordings in medical assessment proceedings: if you are including a surveillance recording, under rule 109 of the Personal Injury Commissic)
2021, you must demonstrate that exceptional circumstances exist to allow this to be referrad to a medical assessor and you must comply with rule 10924).

Drag and drop one or more files here
(or onta an existing Document Category/Type to upload one or more documents against that Document Category/Type)
or click the upload button to browse for a file.

Lodge Additional Documents

0 Lodge addi

oy Save Draft | [E)Submit

43. Select the document and click Open.

hame ) Due e e s

= 2020800007501
= 2ot

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:

Medical reviews and appeals

Merit reviews and merit review panels
Settlement approvals

Presidential appeals

Expedited assessments

Certain work injury damages disputes

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

Pathy e tots number o pages (1454 nthe submited Supporting
Documents exceeds 500 page.Tis my resut nyour appliaton

:
being rejected. Additional Documents should be lodged in accordance
A ) New Application/Form - [ENEHN

Form MOT1-Suppor E

& Welcome, Test Lawyer

 —

Form MO1-Supporting Documents

e Sove Drait. | [E)Submit

The total

in Rule 67C.

Pathway Portal Legal Representative User Guide

25




What are the document

requirements?

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

44. Add in the Document Details:

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

e Author - Type in your name.

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

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

45, Tick Lodge Additional Documents
46. Click Next.

The Service and Consent page displays.

Drag and drop one
(o onto an existing Document Category/Type
or click the upload butt

Lodge Additional Documents

oy Save Dratt | [ Submit Next©

Lodge Additional Documents

47. Provide answers to the Service and
Consent questions.

Note: Refer to the help text on the
screen if your bundle contains multiple
documents with varying dates.

Note: If the additional documents relate
to medical proceedings, evidence of
consent should be attached on the
supporting documents page.

48. Click Next.

» The Supporting Documents page
displays

49. Upload your additional documents.
50. Add in the Document Details.

51. Click Next.

Form MOT1-Application to Lodge Additional Documents

=3 5ot |

Service and Consent (2]
f a , then
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Instruction ‘ Page

Form MOT1 - Certification and

Form MOT1-Certification and Signature

Signature

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

Save Draft

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

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

e Click the PDF icon to view the
draft.

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

¢ Check/update any details by Form MO1-Notice to Parties
navigating to the relevant page.

mmmmm

e Onceyou are ready to submit the | | il ..
document, navigate to the
Certification and Signature page
and submit the document as
shown below.

relating to an accident which occurred on or ater tis date, by agreeing to these terms and conditons
74702) of the

Submit

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

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

Form MOT - Medical Assessment

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

@ il Pathway Portal & Welcome. Grace Gilbert

Temporary Applications v

55. Go to Files and Temporary e —— ————-
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.
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Temporary Applications

N D New ApplicationForm = | [ Fiss m Déary

= Matter Summary

Recent Activities B = . m
Lola Level 8 =
Temporary Applications @ ~ m
Lola Level @ =
Click blue temporary Matter Mumber link to Status of:
open and update any application with = Pending = temporary application submitted to the
Status of Draft or Rejected Commission

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

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

e When the application has been registered by the Commission it will then be shared
with the respondent who needs to lodge a reply.

What happens next?

e The next step of the process is that the Commission will review and check the
application and register it.

e The application is no longer temporary, it has now been converted to a full matter
with a full matter number

e The Registry team will send you an email

e The application will now display in the Recent Activities section and Active Files.
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How to resubmit a rejected temporary application

Instruction

Notification of rejected temporary
application

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

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

‘ Page

@'m&‘."

Pathway Portal

& Welcome, Lola Level

&= Matter Summary
Recent Activities @ ~ N o
Lola Level @ ¥

Temporary Applications @ ~
Lola Level @ ~

To resubmit rejected application:
57. Complete the following:

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

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

@ PIC v11 Comease - UAT <nswpicuat@sbeit.comau>
To O Maxfice

[chuTioN: "

© Resty | € Repy Al | > Forura |

£ 19,05

Temporary Application rejected

ymbrells Insurance
Date Lodged: 19/05/2023

Supporting evidence

the indwidual
if 1800742 675,

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

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

& Welcome, Benjamin Button

B [ rowroptcotnrom= > ries (38 oy Bren

oy Save Dratt | [2)Submit

applcation accigent you terms and

I a
‘an applicaton refatng to an accident which occurred on or afer this date, by agreeing to these terms and conditons you declare you
are not under legal 7.47(2) of the

Aperson

+ a chilg under the age o nd
+ an involuntary patent o atient ithin the meaning of the Mental Healt Act 2007, and
+ a person under guardianship withn the meaning of the Mental Heaith Act 2007, and

ofthe NSW Trustee and
+_an incommunicate person, being a person who has such a physical of mental

gisabiity that he or she is unable o receive commurications_or exprese his or her il i
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Instruction

Form MO1-Supporting Documents

61. Click Upload to upload the
supporting document bundle (if this

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

was the reason for rejection) and PLEASE NOTETHE FOLLOWIG:

C | | C k N eXt = Appointed representative: if you are lodging an appointed representative application, please upload supporting evidence of the selected incapacity types (e.0.
. certficate, Guardianship Order or Financial Management Order)

« Merit review: ifthe amount of weekly compensation or statutory benefits is in dispute, you must include  schedule of eamings in the approved form. The apprq
Schedule of Eamings form is available here = Motor accidents forms
« Damages assessment if the amount of damages is in dispute, you must include in the application a schedule of damages containing full particulars of tne amq

. 1 H H claimed.
Note: If your application was rejected for « Sametianc scortings ol 65t procecing: o ar g G g, el 09 o s Pescn ity G
. . 2021, you must demonstrate that exceptional circumstances exist to allow this to be referred to a medical assessor and you must comply with rule 109(2A).
having supporting documents over 500 ;
Drag and drop one or more files here
p a g es s (or onto an existing load one or more d sgsinst thet Docurhent Catégory/Tyse)
i or click the upload button to browse for a file.

62. Remove the document —
63. Split the document offline EI=N

64. Re-upload the first bundle (up to 500
pages)

Documents’ checkbox

66. Once changes are made, sign and

date the app”cation on the last page Form MOT1-Certification and Signature
and click Submit. =a

Certification and Signature

I dectare that.to the best of my knowledge.

Date Signed

Application Signed 22/05/2023 |

Submit

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

Note: If the Commission accepts and
registers the resubmitted application, the
Filed date will be the 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

@ @’@‘@ @

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

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

When a reply is completed, it starts as a temporary

application which: (:) Assigning a reply request to
. . . . . someone is a new concept
e Displays in the Temporary Applications section

of Pathway Portal L Reply is a Temporary application

° Has a temporary number. until reviewed 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.
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Personal Injury Commission - F-M166/23-03-1 - Betty Kish v Umbrella Insurance - Request Reply

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

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

Dear Umbrella Insurance,

Claimant name: Betty Kish

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

Insurer claim number: BK123

Insurer Representative Reference:

Claimant Representative Reference:

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

Your Reply is due by 29 April 2023

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

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

Yours sincerely,

Personal Injury Commission

www.

SW.gov.au
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How to Assign the Reply Request

Instruction

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

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

e Tick Assign box

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

e Click Assign.

Note: Be mindful of the Date Reply Due.

‘Page

= Matter Summary
Recent Activities € ~
Sally Smith € ~

Temporary Applications @
Sally Smith @ ~

Unassigned Reply Requests @ ~

[ R —

[T p—

ﬁ" Pathway Portal

[ ——

& Welcome, Sally Smith

How to complete a Reply

Instruction

My Reply Requests are your assigned
Reply Requests

67. To respond to the reply request,
complete the following:

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

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

68. This will generate the Motor
Accident Application - Reply form
which you need to complete and
submit.

Note: Be mindful of the Date Reply Due

‘Page

= Matter Summary
Recent Activities @ ~
Sally Smith -

Temporary Applications @ ~
Sally Smith @ ~

Unassigned Reply Requests @ ~
hepteanurter AostestnTon
[ ——

My Reply Requests @ ~

Sally Smith @ ~

ﬁ" o od Pathway Portal
Flos Y Diary

LR res—

& Welcome, Sally Smith
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Instruction

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

ﬁiﬁ* ot Pathway Portal & Welcome, Max Rice
A [ NewsopiicationForm - P Fles [ Dlary ([ Logout

Motor Accident Application-Reply-Notice to Parties

Notice to Partios (=]

Terms and Conditiens of Use.

c 3 T E e

ather s ctor sccicant. Betors you dequn, ¥ou nesd fo sqres {0 cur Srms and
condrors

Legal Incapacity

o accidents when ogcued on or aer 1 Desamuer 2117, g Persans = t racs by = persen
under sgal ncapacty 1 you are makg an it s e, s ang wou
s ol 1 Saction 7 41421 ofthe Mtcr Injories Act 2017

Aperson wrder egal ncapacily icardes

Ty enl whch secured on o1 8T 1 D
PICIO te sppoiled e thei Apgonted Representate

The FIZ may witahald fram pubiieatian all ar part of a focision, ragardlass f whathar of 1ot ol (6uss! that e FIT Gaes 52, If I I 95irabla 10 00 6 bacEIgEaf tha
cantizsntalo ot tae infor tar an, an

70. Enter the Filed by Name, Filed by
Party, and the reply to the dispute. If
more than one dispute is listed, enter
a reply to each dispute.

71. Click Next.

Motor Accident Application-Reply - Reply

Application Details.
pre— spterin Toe
e | [ Formaz-armages s

Agslant Respondent
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Instruction

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

73. Check the Contact Name that has

auto-populated. The person named is

the Primary Contact for this Matter. If
the auto-populated name is not
correct, select the blank row in the

Existing Representative drop-down

menu and manually enter the contact

name and details.

of the lawyer who is managing the
matter, you will need to enter their name
as the Contact Name.

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

If you are completing the Reply on behalf

[
[remrcontave

O ox Address
oot A
[ 100 Horris et
subur sioe Poscods
[ amis now 2150

il N

: Contat Phone
[‘ozsisreso ozer297390
et Retoence Number
[ anarsanoyopmaticom e

Q@ Previous r Save Drat | [2)Submit

74. Upload supporting documents for
the Reply, complete the Document
Details and click Next.

Note: Supporting documents must be
submitted as a single indexed and
paginated bundle and should not exceed
500 pages

Supporting Documents

Note: Supporting documentation is limited to documents that have been exchanged between the parties as and when required by the Workplace Injury Mana
and Workers Compensation Act 1998 and any regulation or guideline made under that Act, and by the Personal Injury Commission Rules 2021

Refer to Procedural Direction WC6 -Workplace injury management disputes for a list of supporting documents and information to include with the reply.

Drag and drop one or more files here
(or onto an existing Document

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

& Upload

Lodge Additional Documents

O Lodge additional documents

75. Sign and date the application -
Submit if ready or Save Draft and
have someone else review the reply
before it is submitted.
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76. Here you can see confirmation that
the Reply has been submitted.

= Fites

A [ newappticationrom ~

m“arv
Motor Accident Reply

a11226:58 PM on Fridsy, 19 May 2023

230519-000478

the Matter Summary Page via the Menu sbove

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
¢ Respondent’s Legal Representative or
e Unrepresented parties.

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

- — ) Reply | €O ReplyAll | —> Forward
PIC v11 Comcase - Training <nswpictraining@sbcit.com.au> O Reply | O Reply orwar W
To Umbrella Insurance; * Lola Level - Timeless Lawyers (Representative) Sat 8/04/2023 4:47 PM

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

Reply registered

This email confirms a Reply to the above application has been registered by the Personal Injury Commission and is available on the Pathway Portal.

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

Yours sincerely,

Personal Injury Commission

WWW.pi.nSW.gov.au

This email including any attached files, is intended solely for the addressee named and may contain confidential information. Any views expressed are those of

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

View the Reply

A [ vewoptcatonFom- £ Fies [ viary ®
The Documents section lists the: £ Matter Details -
Application Forms @
e Sealed reply form — e e —T
¢ Reply document bundle ————— ==
1. Click the blue document date link to — .

download and view the document.

Clomnt oanz23m

Cotogy Sondr DutaTime Snt

Forcton 1803202312477

— e R e e
| I ————— s
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Messages

How to send a message

Instruction Page

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

From the Matter Details page:

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

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

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

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

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

4. Type the Message body.

& Messages
o

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

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

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

New badge
indicates a new
message in the

Messages @

962023 255 AM

W2000623.54.1-Form M64.

M20008/23 64.1.Form Me< ape2023 252 AM

M2000K23 641 Form M64 9106/2023 950 AM

Category for incoming
messages will be:

Click blue subject link Click to toggle

° to view and respond between: View All
o to the message Messages - Which
. includes closed

threads.
N/A Category indicates

Qhread was initiated by / View Open
\Messages - which J
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How to respond to messages
The most recent messages display at the top of the thread.

1. Type response to Message and click Send.

& Messages

Message Thread

Originator
Ben Jerry (Claimant)
Subject
Additional Information Required
Message Thread Category

N/A v Thread Closed

Participants
Personal Injury Commission

Ben Jerry -Claimant Test Legal Firm-Corporation

New Message

Message

8 Print Message Thread

Message: Leo Lopez (Personal Injury Commission) -29/10/2024 11:57:12 AM

Date/Time Sent

29/10/202411:57:12 AM

Sent on Behalf Of Sender

Leo Lopez (Personal Injury Commission) Leo Lopez
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How to download a message thread

You can download message threads from Pathway Portal.

Instruction Page

1.  From the Matter Details page click B Pathway Portal
the blue subject link to view [ vowsvtcasnrom= B rie ) o O Loson
message thread. = Matter Details

& Welcome, Isla Innes

10772023

72023

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

DateFled  Applcation Type ssuelDisputs Type Status Next Allocaton Applcaton Owner
72023

Porty Tyme partyContact Reprosentate

Claimant 0400000100 Loty Lawyors (Sally Smith, 0411999999)

Sondor DaterTime Sent

Pomela Atlon 210872023 018 A

Unirll nsurance o702 352PM

2. Click the Print Message Thread
button. - N—

D Lo Pathway Portal & Welcome, Ista Innes
A [ Newavplcationform~ = ies {3 Diary ( Logout
& Messages
Message Thread
origintor

Umbrella Insurance (insurer / Scheme Agent)

o Theead Closed

Umbrell insurance-nsurer / Scheme Agent

New Mossage

Mossage

& Upload

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

‘Senton Behalf Of Sendor Date/Time Sent

Pamela Allon (Porsonal Injury Commission) Pamela Allen 2108/2023 9:18:53 Al

Mess;
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Instruction

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

‘Page

Printed from Pathway Portal by Umbrella Insurance

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

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

v Samm Wi Commissi

Originator
Umbrella Insurance (Insurer / Scheme Agent)

Subject
Is there a medical rferral for this?

Participants

Message Thread Category
NA

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

Sent on behalf of
Pamela Allen (Personal Injury Commission)

Message
Yes. I will share it with you.

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

Sender
Ista Innes

Sent on behalf of

Unbrella Insurance (Insurer / Scheme Agent)

appointment.
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Case Management

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

&

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

The legal representative for both parties or self-represented party

The decision maker

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

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

Allocation email notification

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

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

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

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

) © Reply € ReplyAl | > Forward
PIC v11 Comcase - UAT <nswpicuat@sbcit.com.au> > Reply | Reply oward || &
To O Liberty Lawyers Tue 11/07/2023 859 AM
e caland
3K8 ]
[ - - isation. Do not click links or open attachments unless you recognise the sender and know the content s safe.]

Dear Liberty Lawyers, Microsoft Outiook X

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

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

Matter Number: M153/23 WISS23 i - Tacontorsce o 1200
Insurer claim number: 360005640201 9:00AM"

Claimant: Gino Lilli -
Yes

Legal Representative: Timeless Lawyers

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

Appointment Details:
Service Provider: Rebecca Ross

Type of Appointment: Teleconference

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

Duration: 1 hour

Location Type: Teleconference

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

If you wish to add/update the appointment to your own calendar, you may need to download the calendar attachment ‘calendar.ics' on your device. You may also need to open the file after downloading and save/import to
your calendar if the appoi is not in your calendar.
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How to view allocation details

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

Decision Maker is the
member or medical

Allocations.

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

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

Attendees displays who needs
to attend, egifit’'sa
Teleconference the legal
representative may need to

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

Allocation type is the type of
appointment (eg
Teleconference. Medical

Pathway Portal Legal Representative User Guide

45



Assess and Decide

Lodge
application

Register
application

Receive reply

]

Case Assess & Resolve &
management decide close

After the decision maker uploads the outcome document (interim or final) the

Commission case owner:

e Seals the outcome document

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

Decision available email notification

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

O Real | 6 Reoy Al > Forwerd

PIC v11 Comease - UAT <nswpicuati@sheitcom au»
To Max Rice dndividual); * Robert Taylor - NSW Insursnce (Insurer / Scheme Agent) Tue 1440

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

Repty | 5 Rk
o #IC 411 Camease ks o
To Oldatens

[ caumen o you recony
content is safe.]

RSN BEbEItEOM A
il Wb Wl

sender and know the.

[CAUTION: This emsil originated from outside of the organisation. Do nat click links or open attachments unless yau recognise the
sender and know the content is safe.]

Dear Parties,

Claimant name: Max Rice
Application Number: M126/23-01-1

Insurer claim number: ry098

Alfred Pena has issued an interim decision of report in the above matter,
ou can view the decision in the Personal Injury Commission online portsl.

For privaey and security reasons, the Cammission does not include links in email communieations.

Yours sincerely,
Persanal Injury Commission

woww.pinsw.gov.au

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

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

Claimant name: Cris Abu
Application Number: 16223011
Imsurer claim number: CALZ3
Insurer Representative Reference:

Claimant Representative Reference:

Decision available Cris Abu

The decision of Sam Sullivan is now available en the Fersonal Injury Commission anline portal.

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

decisiaon and the dispute, Flease note: Time limits may apply.

Publication of decisions:

Certain ¢ pubishe in section 58 of the Personal injury Commission ACt 2020, 1n excaptional

i dentified or redacted before publicati sl not published for seven days to allow a party Uma
to apply for de-identification: or radaction. Any request must be made in writing W the President Lo help@pi.nsw sov.au within 7 days from
the date the de ued. Wher darermining an application, the Commission will ennsider the issues outfined in Rule 132 (4) of the

Personal Injury Commission Rules.

1 you have any questions, please contact the Commission on 1800 712 679,

Yours sincerely,

Parsonal Injury Commission
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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.

Pathway Portal Legal Representative User Guide

47



How to lodge an application for a Review

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

Instruction Page

To lodge a review, complete the
following:

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

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

| & Matter Details

e ——— |11 0
Application Forms €)

P

Notice to Parties

2. Read the Terms and Conditions and
scroll to the bottom and tick to agree
to Terms and Conditions.

3. Click Next

77. The Form Claim Details displays.
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Claim Details

4. Complete the Claim Details as
follows:

e Populate the Claim Details
e Select the Application Type

This example selects MO2 - Review of
medical assessment

e Tick relevant Matters in
Dispute

e Filed by Party - Select as
appropriate.

e Legal Incapacity - Select as
appropriate.

5. Click Next.

78. The Claimant Details page displays.

Form MO2 -Claim Details

Claim Details >

o individual,

enter the Getai's on the third page of the application under ‘Insurer detail'

applicable’ for Ifthe Insurer is not fsted, you can

Date of Accident’
2610272020 £

Claimant Date of Sirth*
250081953 |

Umbrela Insurance

How to lodge an application for a Review continued

Instruction Page

Claimant Details

6. Populate the Claimant Details page.

7. When done click Next.

Form MO2 - Claimant Details

Claimant Details
Existing Party
Phan, Polly

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

=

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

9. If you are completing the application
on behalf of the lawyer who is
managing the matter, you will need

[ceonzzss

Email

Reference Number
NH9988
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to enter their name as the Contact
Name.

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

79. The Insurer Details page displays.

Instruction

Insurer Details

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

1. Click Next.

‘Page

Form MO2-Insurer Details

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

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

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

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

80. The Form MO2 - Panel Review of
single medical assessment page
displays if this is the application that
was selected.

Pathway Portal Legal Representative User Guide

50



Pathway Portal Legal Representative User Guide

51



Instruction

Form MOZ2 - Panel Review of single
medical assessment

14. Complete the details as follows:

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

e Select the relevant Previous
Decision.

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

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

e Complete the required fields on
the page.

15. Click Next.

81. The Supporting Documents page
displays.

‘Page

Form MO2 -Panel Review of single medical assessment

Supporting Documents

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

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

16. Click Next

83. The Certification and Signature page
displays.

Form MO2-Supporting Documents

Supporting Documents 2]

PLEASE NOTE THE FOLLOWING:

vion, pease the selocted jpes (0.9, Bith

Tho aporoved

under ule: Rules.
I you must comply withrule 109(24)

ifyou are including.

Drag and drop one or more fles here

or click the upload button to browse for a il

Certification and Signature

17. Read and tick the acknowledgments.

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

19. Click Submit.

I doclare that, o the best of my knowladge,

Date Signed
141032023 | £

Application Signed
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N

What happens after Submit?

Temporary Applications @ ¥ C Refresh
Grace Gilbert @ ~

The Review Temporary Application
displays with a Status of Pending until it
is registered by the Commission.

& >~ Pathway Portal & Welcome, Grac Gilbert

Once the application is registered it &

displays within the matter details for the

originating dispute and has matter Fi'\ia;t_enrDetails
number prefixed with R. s

o2z
mozaces
i

M114723.011 Poly Phan v Umbrela nsuranco

OuteFied  ApplcatonType

FoM114/23.02-1 Umbrella nsurance v Polly Phan

DnoFied  AvpilcatonType rmC— sous

2002202 Osen
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Lodge an application for a Further Assessment

How to lodge an Application for a Further Assessment

Instruction Page

Files

If you need to apply for a further
assessment for a matter in Pathway (SMaterDetalls
Portal, complete the following: e e

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

Notice to Parties

A [ NewapplicationForm - [ Fites (i) piary

2. Read the Terms and Conditions. Motor Accident Application -Notice to Parties

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

uuuuuuuuuu

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

Motor Accident Application - Claim
Motor Accident Application-Claim Details

Details cn yo—
4. Complete the Claim Details as (aoton |8 romes |8
fo I I OWS : 0 Which [Rsurer is Managing the Clan?"
e Application Type
e Matters in Dispute
e Filed by Party
e |s the claimant under legal

capacity?

This example selects MO3 - Further
medical assessment

5. Click Next.

85. The Claimant Details page displays.
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Instruction

Claimant Details

6. Populate the Claimant Details page.

‘Page

Form MO3-Claimant Details

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

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

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

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

9. Click Next.

86. The Insurer Details page displays.
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Instruction

Insurer Details

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

‘Page

Form MO3-Insurer Details

Pages ~

Insurer Details

Existing Party
Umbrella nsurance

Organisation Name*
Unbrela Insurance

Branch Name

Sydney

PLEASE NOTE: f ther is more than one insurer involved, select ‘Add Additional Insurer” and add the additional insurer details on the next screen.

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

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

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

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

13. Click Next.

87. The Form MO3 - Further medical
assessment page displays if this is
the application that was selected.

Insurer Lezal Representative Details

Exist

Organisation Name*

=

) DX Address

Postal Address™

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

[ oot sueet

Suburb”

State Postcode

e parc

[nsw | [0

EyT———"
counry

ContoctSuname
[orison

Contact Given Name(s)"

[

[hina

Contact Tel

Contact Phone

[czssmssa

[ceaaraso

Email

Reference Number

[ naparmsongyopmatcom

=

A Save Dratt | (=) Submit
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Instruction

Further medical assessment

14. Complete the details as follows:

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

e Select the Previous Decision.

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

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

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

e Complete the rest of the page.

15. Click Next.

88. The Supporting Documents page
displays.

‘Page

Form MO3 - Further medical assessment

the Parsansl njus

Yos ® No

T —

Matter Number of Previous Decision’

423 Pravious Decision not svailable for selaction

- Outcome. Physical T1 & 2017 -

Full o of Decisisn Maker of provious decision”

Alfrad Pona

it on the grounds of
Additional relevant information about the injury ~

i # information atar
Daterioration of the injury
Haithes

Howis

more info here.

Supporting Documents

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

16. Click Next.

90. The Certification and Signature page
displays.

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

Form MO3-Supporting Documents
=n

Please upload the documents you wish to rely on as a paginated and indexed bundle
PLEASE NOTE THE FOLLOWING:

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

= Merit review if the amount of weskly compensation or statutory benefis is in gispute. you must include a schedule of eamings in the approved form. The approved
Schedule of Eamings form is available here > Mofor accidents forms.

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

- surveiliance record medical assessment ifyou are including a , under rule 109 of the Personal Injury Commission Ru|
2021, you must demonsirate that exceptional circumstances exist to allow this to be fefered to a medical assessor and you must comply with ule 109(24).

Drag and drop one or more files here
(or onto an existing Document e to upload one or more d t that Type)

or click the upload button to browse for a file.

& Upload

Lodge Additional Documents

O Lodge additional documents

r Save Draft | [E)Submit
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Form MO3-Certification and Signature
=3

Certification and Signature

Certification and Signature

17. Read and tick the acknowledgments.

I declare that, to the best of my knowledge, the inf
disclosure and exchange of personal and health infor

Date Signed

Then either: sosteoinsres [ mzces |

18. Click Save Draft if application needs

to be reviewed internally before
being submitted to the Commission.

19. Click Submit.

What happens after the Further Assessment application has

been submitted?

Instruction Page

Temporary Applications @ ~

The Further Assessment Temporary aracs Gt @
Application displays with Status of
Pending until it is registered by the
Commission.

Once the application is registered it ActveFibe® =

displays within the Matter Details for the e
originating dispute and has matter
number prefixed with F.

Pathway Portal Legal Representative User Guide

58



Lodge Appointed Representative Application

How to lodge an Appointed Representative Application

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

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

To lodge an Appointed Representative
Application, complete the following:

1. Select the New Appointed . :
. Select the New Appointe Vo oo ot s tnn .o Bt o e el gt 3 o s G e e o

Representative Application from the .
NeW App|IC ation / F orm menu. x::;::‘:::;u‘;::::‘:::;;t:‘(:s‘::;z!wnrsapanyoﬂepmsenmwenlapnm You can also select a fle to view the Applications, Parties,

‘The Diary menu allows you to vi Jpooming

The User Profile o update your details.

» The Form 41 - Notice to Parties page
displays.

Form 41 - Notice to Parties

Form M41-Notice to Parties

2. Read the Terms and Conditions.

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

» The Form M41 - Claim Details page
displays.
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Instruction ‘ Page

Form M41 - Claim Details

. . Form M41-Claim Details
4. Populate the Claim Details,

specifically the Legal Incapacity ek

PLEASE NOTE: If this claim

H enter the details on the third page of the applic:
section.

A Save Draft | [E)Submit

5. Select Yes to the question is the T e )
Claimant under Legal Incapacity and

Please

indicate the type of legal incapacity. o -

) e i coud et o foud Proseed without maiched ciaim

6. Click Next.

» The Form M41 - Claimant Details e
page displays.

Legal Incapacity

their legal

Form M41 - Claimant Details

Form M41-Claimant Details
7. Populate the Claimant Details page.

Claimant Details

¥z Save Draft | [E)Submit

Surame*

8. Populate Claimant Legal

Given Name(s)”

Representative Details.

Tite Other Title Date of Birth*

12neroe &
O DX Address

Postal Addrese*
33 Hollywood Avenue

Suburb® state

Postcode
ULLADULLA Nsw 2539
Country
) International Address Tl

Residential Address*

Pathway Portal Legal Representative User Guide

60



Instruction

Claimant Legal Representative

Details

9. Complete the details as follows:

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

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

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

e DX Address - Select if applicable.

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

10. Check the Contact Name that has

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

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

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

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

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

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

e Contact Phone - Type in any
other contact numbers.

e Email - Populate the Primary
contact’s email address.
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e Reference Number - Populate as
required.

12. Click Next.
> The Form M41 - Appointed

Representative Details page
displays.
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Instruction ‘ Page

Form M41 - Appointed

Form M41-Appointed Representative Details
Representative Details —

Appointed Representative Details

13. Populate the Appointed
Representative Details.

TR
14. Click Next
. . DX Address
e

» The Form M41 - Insurer Details page _ _
d |S p I ays . ULLADULLA naw 2530

........

ashleyolsengyopmail com

Form M41 - Insurer Details

Form M41-Insurer Details

15. Populate the Insurer Details page. ,L e
16. Populate the Insurer Legal e
Representative Details (as needed).

17. Click Next.

» The Form M41 - Supporting
Documents page displays.

Form M41 - Supporting Documents

A [ NewpplcationFom = = Files [ Diary

18. Click the Link to download the form Form M41-Supporting Documents
for the appointed representative to
sign. Supporting D

ocuments (2]

wish to rely bundle

PLEASE NOTE THE FOLLOWING:

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

20. Click Next.

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

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

Form M41 - Certification and

[ New AvplicationsForm =~ = Fites [} Diary

Signature

21. Read and tick the acknowledgments.

Then either:

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

23. Click Submit.

What happens after the M41 Application has been submitted?

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

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

Lodge Legal Representation / Agent Change
How to lodge a Legal Representation / Agent Change
Instruction ‘ Page ‘

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

4 0 you, view specific details of those Matters, view

1. Select the Legal Representation
Change from the New e oo e ot s s
A p p | | ca t | on / F orm menu. The User Profile menu displays your current contact detalls recorded with the Commission. Contact the Commission to update your details

eLearning and User Guides

party or representative of  party. You can also select a fle to view the Applications, Parties,

Comprehensive supporting materlals Including eLearning modules and User Guides are available to help you leam how to use the Pathway Portal for
‘motor accidents dispute applications.

» The Notice to Parties page displays.

d User Guides here

B D scasontom: G i [ 0y

Note: To lodge a Form PO2 - Notice of
Ceasing to Act, you must lodge the form
within the Matter Details page.

> Matter Details |5 sammrscommrais J o=
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Notice to Parties

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

» The Application Details page
displays.

Notice to Parties

Notice to Parties (2]
Terms and Conditions of Use

For Legal Practilor

ian Legal Practiioners of their wseis

lian Legal Practtioners

make an appiication o resolve & dispute about @ molor accident, Before you begin, you need 1o agree o our terms and

an incommunicate person, being & person who has such a physical or mental disabilty that he or she is unable to recsive communications, or express his or her wil, with
respact to s or her property or afais

ifyou are lodging an applcation related to an accident which occurred on or after 1 Decemoer 2017 on benalf of someone under legal incapacity, you will need to apply o the.

+r Save Draft. | [ Submit

Application Details
4. Populate the Application Details.

5. Select the Application Type:

e Form PO3 - Notice of Change of
Legal Representative / Agent

e Form PO4 - Notice of
Representation

6. Click Next.

» The Party Represented page
displays.

Legal Representation / Agent Change
=3

o Save Drait | [2)Submit

I Application Details (2] I
For Comy Matter Number
For er.

Date of Birth"
vioness | ¢4

n your capacit

oy Save Draft | [ Submit

Application Details

7. Populate the Representative Party
Details.

8. Populate the New Representative
Details.

9. Click Next.

» The Former Representative / Agent
Details page displays.

Dateof Birth®

1orz024 | 4

New Representative Details

Existing Representative

Firm or Organisation

Test Legal Rep.
1510 be sent 1o or served at address of representall

Postal Address

10xford Street
State Postcode
NSW. 2010
Country
Austral

2071072024 | 89
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Former Representative Details

10. Populate the Former Representative
Details.

1. Populate the New Representative
Details.

12. Click Next.

» The Former Representative / Agent
Details page displays.

Former Representative / Agent Details

tative / Agent Detalls

aaaaaaaaaaaaa

13. Read and tick the acknowledgments.

Then either:

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

15. Click Submit.

Signature
=n San

I declare that, to the best of in this form | J auth for the collect and
o

Lodge Submissions and other Correspondence

How to lodge Submissions and other Correspondence

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

submitted the application.

These documents are submitted via the Matter Summary using the New

Submission/Correspondence tab.

Instruction

To lodge Submissions or other
Correspondence:

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

‘Page

& Matter Details

AovteationFoms @
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2. Click Upload or drag and drop the

documents onto the page.

A [ NewropticationForm = [ Fites ) Diary (® Logout

N L
- Submission / Correspondence

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

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

Click Submit.

N .
- Submission / Correspondence

Submission / Correspondence

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

# Drovsstostnron G riee 1 by

D Submission / Correspondence Confirmation

1:50 PM on 10/05/2024

| Temporary Document Number 000020 for Submissions

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

Temporary Documents @ ~ S Refresh
Testing Worker @ ~

s 02e
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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:

From the Matter Details page

1. Click New Form and select the
required form.

2. Select New Form PO1 - Application
to Lodge Additional Documents.
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Form POT7 - 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 PO1 - Application to Lodge
Additional Document page displays.

Form PO1-Notice to Parties

(2]
it to Cerlied Austalian Legal Practtoners o teir Legal Practioners.
£or s form Before you begin, you necd o agree to our ferms and conditons
Using this form
Tho PG may decine to accopt he tmeirames for the cispute, please fefer f the Personal njry Commission

time. f
Rules. Altermativel, you can call he Personal Injory Commission on 1800 742 675,

must be respect

can ba issued with a fin p yoars, o both misioading

f you have any questions about completing this form or the Pathway Portal, please contact the Personal Injury Commission on 1300 742 679,

> ¥s decisions wil the Po ¥ 2020 (NSW) An application for de-identfication o
fedacton of a decision can be made by a relevant person at any time during the proceedings.

More detailed the vy that the

your information is available at tps /pi nsiv.gov aulresourcesiprivacy.

Applications to the Commission to access and corfect any personal
Street, Darlinghurst NSW. 2010

be made in writng Level 21,1 Ocford

47 Save Draft | [B)Submit

Form PO1 - Application Details

16. Populate the Application Details
page.

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

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

4. Populate Service and Consent (as
needed).

5. Populate Reason in support of
application field.

6. Click Next.

Form PO1-Application to Lodge Additional Documents

oy save [ Submi

Application Details
Relsted Application

122288/24-01-1-Form MO1 - Medical assessment

Claimant Legal Representative v

Date of Next Allocation

Date lodging party became aware of or obtained possess
o024 | £

sion o control o the Additional Documents*

on each party to the pi .
fance with Rule 67C of the Personal Injury Commission Rules 20217"

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

I Reasons in support of application I

‘Submissi

support of Application to Lodge Additional Documents addressing the requirements of rule 67C of the Personal Injury Commission Rules 2021°

Additional documer

sz Save0ron [

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

A [ New appiicationForm = = Fiies [ piary

Form PO1-Lodge Additional Documents

(or

that Document
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7. Add in the Document Details:

e Document Type - Select Form
PO1 from the drop-down menu.

e Author - Type in your name.

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

8. Click Next

Form PO1-Lodge Additional Documents

=3
Supporting Documents (2]

5 that do not comply will b rejected.

ent Type*

Document Details

Date of Document*

207102024 | 1

iew | & Clear | @ Remove

9. Read and tick the acknowledgments.

Then either:

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

1. Click Submit.

= =
Form PO1-Signature
(-]
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How to apply for a matter to be referred to the Stood Over list
A party may apply for a matter to be referred to the Stood Over list:
e On particular application forms

e |In their reply

e Through a message to the Commission.

A [ NewApplicationForm- = Files I Diary (= Logout

Form M12-Damages assessment

A¥ Save Draft Submit

Claim for Damages

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

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

Best Endeavours/Time Limits

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

® Yes O No

Please provide details

Do you believe the claim is suitable for assessment?”

® Yes O No

Is the claim ready for assessment?*

O Yes ® No

Please provide details

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

® ves O No
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What happens next?

If the dispute is referred to Stood Over list:

e You will receive an email notification that there is an outcome document in the

Portal for this dispute

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

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

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

3 D Naw Application/Form = (2= Files E Dlary

£ Matter Details [ Oten rem - |

Anphication Forms [0

Holly Woed v QDE -MA

Holty Wood v CHSE - MA

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

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

Barrister registers as Pathway Portal user

Instruction

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

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

1. Select Barrister/ Counsel and click
Save.

Verified Multi-Factor Authentication Mobile Number

Please log a ticket via the PIC Digital G
Hub's Online form for the email address

to be registered for barrister access.
When you first access the form, you will
be required to register. You should
include as much information as possible
to assist the team in actioning your
request.

More information, including how to
register for the PIC Digital Hub's Online
form, is available in the PIC Digital Hub
User Guide.
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https://picdigital-onlineservicerequest.pi.nsw.gov.au/servicedesk/customer/user/login?destination=portals
https://picdigital-onlineservicerequest.pi.nsw.gov.au/servicedesk/customer/user/login?destination=portals
https://www.pi.nsw.gov.au/__data/assets/pdf_file/0004/1361758/PIC-Digital-Hub-External-User-Guide.pdf
https://www.pi.nsw.gov.au/__data/assets/pdf_file/0004/1361758/PIC-Digital-Hub-External-User-Guide.pdf

How to assign a Barrister

Instruction

Assign a Barrister

Sres 8 oy

To give a barrister visibility of a dispute:

1. In the Matter Details click Assign

Barrister.
2. Select the Barrister from the drop- Q) ewitonmren 5 o

down menu. &+ Assign Barrister Bsave @ Cancel
3. Click Save.

To change the barrister:

Repeat above steps and select the new
Barrister name.

To remove barrister:

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

What does the Barrister see?

After a Barrister logs into Pathway Portal they will see the assigned disputes in the Files
page
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by Pathway Portal & Welcome, Ben Barrister
A m New Application/Form ~ E) Files Dilary [ Logout
= Matter Summary

Recent Activities@ ~ T
Ben Barrister @ ~

[ T— Matser Nama Detsits
Addal Bashai v ITyinGurer

w Adiol Beshad v imyinsures

sz Actal Bashar v imyingurer

Ade Bk yryriamar [ P—

Temporary Applications @ =
Ben Barrister @ =

Unassigned Reply Requests @ ~

Assign To

Ban Barristor - m
Assign

Apgiication Tyge Appicant Faapandens Dute Rogunstad Dote Fnply Don

My Reply Requests @ ~
Ben Barrister @ =

Active Files@ ~

Ben Barrister @ ~
MISIES-IE-1 Adel Beshai v UAT_QBE
Dute Filad Insun/Crapute Type. Haxt Allocation Type Allecation Date Allscation Times Aliscation Duration

anazoz

Durmage

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

X Cannot send messages

=1

S3itr meo Pathway Portal
a«a D New Application/Form~ [~ Files @ Diary (® Logout

= Matter Details

Application Forms €

Date Filed Application Number Application Type Filed By Name Filed By Type Status
810372023 Mmis1/23.12 Form M12-Damages assessment Savanna Gray Claimant Legal Representative open
8/03/2023 MiS1/23.12 A Motor Accident Reply. LolaLevel Insurer/Scheme Agent Open

MI51/23-12-1 Adel Beshai v UAT_QBE

Date Filed Application Type Issue/Dispute Type Status. Next Allocation Application Owner
8/03/2023  Form Mi2-Damages assessment ‘Asquith, Andrew
Parties @

Party Role Party Name Party Type Party Contact Representative
Applicant Adel Boshai Claimant 0415666777 SC Motor Accidant lawyer (Savanna Gray, 0412067838)

Messages @)

Application Category Subject Sondor Date/Time Sent

‘There are no open message threads. Click View All Messages to view closed message threads.

Allocations @)

AllocationType  Dispute/lssuefinjury/Treatment Venue Location Date and Time Duration  Mode of Allocation  Attendees Service Provider  Language
o 8/03/20231000AM  1hour  Teleconference  Adel Beshai (Claimant), UAT QBE (insurer / Scheme Agent)  Cassidy, Belinda

Documents €3

Document Date Author Document Category and Type Related To

800312023 Portal Electronic Application Form-Sealed Form Mi2-Damages assessment MI51/23.12.1, Sender: Portal-Recipient:

80312023 Portal | lication F led MI51/23.12.1, Sender: Porta - Recipiont:

s032023 Central Court Application-Court rder MI51/23.12.1,08/03/2023: Form M12-Damages assessment

amra0z2 AmiVillalobos Reply-Index MI51/23.12-1,08/03/2023: Motor Accident Reply
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How to reassign a Matter from one person to one or

more others

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

your organisation.

Instruction Page

To assign one or more Matters,
complete the following:

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.

= Matter Summary

Recent Activities @ ~

Temporary Applications @ ~

Unassigned Reply Requests @ ~ st

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

Active Files@®@ ~
Benjamin Button @ ~

» 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: Reassigh 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.

1"& Pathway Portal
A [ New AvpicationfForm -

& Reassign Primary Contact
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To Reassign All

Pathway Portal

1.  From the drop-down list select A Drewnscsmrm: B Bow

a new person to assign all & Reassign Primary Contact
=]
Matters to Gl

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.

TO Reasslgn some & Reassign Primary Contact

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.

How to Manage Primary and Secondary Contacts

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

1. Click on the Files tab.

2. Click on the blue Matter
Number link.

‘Page

ﬁ* fooeriid Pathway Portal & Welcome, Isla Innes
A [ newappiicatonForm~ = Fites [ Diery (@ Logout

= Matter Summary

Recent Activities@ ~ s

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

Unassigned Reply Requests @ ~

Aceicston Nmbar Aopleaton oo Aopieant Resoondont — DataResty Do

My Reply Requests @ ~
Kitty Kat @ ~

povtestontmber  Aoplestonwe ek

> M a tt er D et a | I S p a g e é@"ﬂ s~ Pathway Portal & Welcome, Ista Innes
A [ Newappticatonorm - £ Fies [ Diery ( Logout

displays

3. Go to Parties section and
Click on Maintain Contacts

= Matter Details

[rE— e e
st Next Atocaton
ParyCantct [rs—
osnezzsss

omnzzzan

» 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

posind Pathway Portal
[ Now Avptcatonom - £ Fios {18 oiry Lot

& Welcome, Ista Innes

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

T would slow to mlntan the matter contocts.

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

% g Pathway Portal & Welcome,Ita Innes

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

T would sllow o mointsi the mattor contocts.

ComactType Now Cantct Prone

Klaus Hargroaves v | | osassassss
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How to Add a new Contact or Deactivate Contact

Instruction Page

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

Note: Only Super User can add a
new contact.

B e

Pathway Portal

A [ NewvplcationForm= £ Files ) Diary

= Matter Summary

Recent Activities @ ~

Temporary Applications @ ~

lan Ingram

Leo Leopard @ ~

00202
020

sz

Welcome, Isla Innes}

(& Logout

Lost Upcntod
042023
vz

w20z

» User Profile page displays
with a list of all active

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

users for your organisation.

& User Profile

Multi-Factor Authentication

TN Commeson

A [ ewsovtostonrom= B rioe £ vy

Verified Mult-Factor Authentication Mobile Number

0402105590

Postal or DX Address.

Umbrella Insurance

101A Bathurst Straet SYONEY NSW 2000

Name

KiousHorgreaves

Pathway Portal

Stroot Addross

101A Bathurst Streat SYONEY NSW 2000

& Welcome, Isla Innes

(® Logout

Sydney
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To add a new user:

1. Click Add Contact

A [ NewApplicationForm ~

& User Profile

Multi-Factor Authentication

Verified Mult-Factor Authntication Mobile Number

0402105590

Umbrella Insurance

Postal or DX Address.

101A Bathurst Straet SYONEY NSW 2000

Name Email

Pathway Portal
> ries [ viary

ousaeseses

oamm

Stroot Addross

101A Bathurst Streat SYONEY NSW 2000

serType.

& Welcome, Ista Innes

(® Logout

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.

A [ NowapplcationsForm -

&+ Add New Contact

Pathway Portal
£ Fites

08 oy

& Welcome, Isla Innes

(@ Logout
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Super Users, Delegates and Contacts

Types of user access

Type of user

‘ What user can see/do

Primary contact
for a matter

| How to become this type of user

Be registered as a Legal
User on Pathway Portal
Lodge the application or...
One party advises
Commission who their legal
representative is

e See that matter details
and documents

e Receive email
notifications for the
matter

e Send messages

If filters Active

Secondary Be registered as a Legal
contact for a User on Pathway Portal, Files for Matters I'm linked
matter then... to can:
Primary legal representative e See that matter
advises the Commission of details, documents
secondary contact on a and messages
matter e Send messages for
that matter
Super user Be registered on Pathway e Can see and act on all
Portal as a Legal matters
representative e Can add/remove
Another super user can add other Super Users
/remove you as a Super (can’t remove self)
User e Assign any reply
request to legal
representatives
e Add a Delegate
e Do NOT receive email
notifications
e Reassign matters
e Manage contacts for
the matter
¢ Can add a new
contact
Delegate A super user can make an Delegate can:

administrative assistant
(non-Legal User contact) a
delegate

e See all the firms
matters, documents
and messages

e Reassign matters to
existing contacts

e Manage contacts for
the matter

Delegate can NOT:

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

e Delegate to another

user
e Add/remove super
users
e Receive

email notifications
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(they go to primary
contact)
e Add a new contact

Primary contact and secondary contacts

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

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

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

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

Commssion™ Pathway Portal & Welcome, Lola Level
/ﬁ‘ D New Application/Form ~ B Files ﬁ Diary C»

&= Matter Details
Application Formso
Date Filed Application Number Application Type Filed By Name Filed By Type Status
8/03/2023 M149/23-01-1 Form MO1-Medical assessment Lola Level Claimant Legal Representative Open
8/03/2023 M149/23-01-1 3 Motor Accident Reply Grace Gilbert Agent Legal Open
M149/23-01-1 Fran Freidel v Umbrella Insurance
DateFiled  Application Type Issue/Dispute Type Status Next Allocation Application Owner
8/03/2023  Form MO1-Medical assessment Treatment and care reasonable and necessary Open Nanayakkara, Ruwan
Threshold Injury Open Nanayakkara, Ruwan
Party Role Party Name Party Type Party Contact Representative
Respondent Umbrella Insurance Insurer / Scheme Agent Liberty Lawyers (Grace Gilbert, 0488 888 888)
Applicant Fran Freidel Claimant 0411222333 I Timeless Lawyers (Lola Level, 0402105590) I
Application Category Subject Sender Date/Time Sent
M149/23-01-1 - Form MO1 -Medical assessment N/A @D Add another legal rep Pamela Allen 15/03/202311:00 AM
Documentso
Document Date Author Document Category and Type Related To
8/03/2023 Portal Electronic F led Form MO1-Medical M149/23-01-1, Sender: Portal -Recipient:
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After a Secondary contact is added

Instruction

Secondary contact has been added
For a secondary contact to view the
matter:

e Click the Files tab

e Click Advanced in the Active
Files section

e Tick Matters I’'m linked to
e Click Refresh.

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

‘Page

:@!ﬁ sz~ Pathway Portal & Wolcome, Sam Sabat

Files

= Matter Summary
Recent Activities @ ¥ )
Sam Sabat @ ~

Active Files@ ~

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

Do NI NI RN

Active Files @ ~
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Super Users

How to Add/Remove Super Users

Instruction ‘ Page

Add/Remove a Super User

& Welcome, Kious Hargreaves

D) v sescmaron- i By o

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

101A Bathurst Sroat SYONEY NSW 2000 1A Bathorst Sreet STONEY NSW 2000

e Click Save. — - e - s

[ pm—

In this example Isla Innes is now a Super
User

As a super user Isla Innes can now:

v" Can see and act on all matters

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

v" Add a Delegate.

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

e Select the users in the drop-down menu.

e Click Refresh.

-1}

[ )
@E;\ awie Pathway Portal & Welcome, Isla Innes
a® D New Application/Form = [7=> Files m Diary [ Logout

= Matter Summary

Recent Activities @ ~ s
lan Ingram @ ~ = X
Motter Number Matier Nome +/ tan ingeam
Umbralla Insurance v Joff Hanna [ 1sia Innes.
Mi23723 Umbsalla Insurance s Joft Hanna [ Kaus W X .
Super Users can filter i
Fran Freicel ¥ Unbralla iwance 7 Leo Leopert R: R Click Refresh to
cent Activities by apply the filter
specific users

Temporary Applications @ ¥
lan Ingram @ ~

Mattsr Numbsr DateCrasted  Application Type ClaimantorkerName  Status LastUpdatsd  Expling On
30222-000249 22/02/2023 Motor Accident Reply Pending 22/02/2023
Islalnnes @ ~
Mattor Number DataCrested  Applcaton Type ClamantWorker Name  Status Lostupdsted  Expiring On
20/03/2023 Dratt 20/03/2023 30472023
4 @) 21032023 Form MO1-Medical assessment Test. Tera orat 21032023 4042023

Klaus Hargreaves @ ~
Leo Leopard @ ~
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How to add/remove Delegate for a Super User
A Super User can make an administrative assistant a Delegate.

A delegate should only be a user that will never be named as a primary or secondary
contact on a matter - as their email address will have a delegate user access only.

Instruction Page

Add/Remove Delegate for a Super

User

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

e Click the Welcome, name in the
top right corner

e Click Edit Delegates.

Edit Delegates =
%‘M" b ieehigd Pathway Portal
£ Fies £ piary

& Welcome, Klaus Hargreaves

(@ Logout

[ New Appication/Form -

e Click +Add
e Populate delegate details
e Click Save. r—

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

To remove a delegate

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

e Click X Remove
e Click Save.
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Delegate Super User

Instruction

What can the Delegate Super User
do?

The delegate can:

e See all the firms matters,
documents and messages

e See the diary for each legal user
in the firm

e Can do everything on matters,
including sending messages

e Assign unassigned reply requests

e Draft and submit applications and
replies

Delegate can’t:

e Delegate to another user

e Add/remove super users

e Receive email notifications (they
go to primary contact)

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

¢ Add anew contact

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

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

Document requirements to submit with the application are:

Document type Requirements

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

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

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

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

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

What is the maximum document size?

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

.avi .gif .mp4 pptx .wma
.CSV Jpeg .mpg rif wmyv
.dicm Jp9g .msg tif Xls

.doc .mkv Jodf Liff XIsx
.docx .mov .png Axt

.eml .mp3 ppt .wav
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What should | do if the document is bigger than the maximum size?

Contact the Commission and follow advice.

Appendix B - Glossary of Terms

Term ‘ Definition

Case Owner The person responsible at the Commission for
managing the case.

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

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

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

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

Yellow field Indicates that data is mandatory.

Blue link Click to be taken to the Matter/Document/Task
etc

Allocation An appointment or event that has been

scheduled with a Medical Assessor, Member or
Merit Reviewer.
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Appendix C - Email Notifications - When and what
happens

When ‘ What happens

An application is lodged in Pathway
Portal

The applicant gets an email that temporary
application received

An application
is registered / rejected by the
Commission

The applicant gets an email notification

A reply is requested The respondent gets email notification

A reply submitted The respondent gets email notification that reply

temporary application received

Reply is registered / rejected by the
Commission

The respondent and applicant get an
email notification

Allocation is booked / cancelled /
rescheduled

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

Outcomes are available The legal representative (or self-

represented party) gets email notification

Documents have been shared with
you

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

You receive a message from the
other party or the Commission

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

Application closed The legal representative (or self-

represented party) gets email notification

Appendix D - Version Control

Vers Date

ion

Approved by

Author | Major changes

1.0 6 June 2023 Jacqueline Initial version Sophie Jones - Pathway
Mead Product Owner
1.1 1 August 2023 Pamela Allen | Added Print Message Thread button Tina Kavadas - Pathway
Added Venue address to Allocations section of Matter Project Manager
Summary
1.2 1Sept 2023 Pamela Allen Updated most prominent screenshots: Service Provider now
called Decision Maker
1.3 16 January Oksana Added new functions: How to assign Matter to someone else, Tina Kavadas - Pathway
2024 Eremina add a new contact and manage contacts Project Manager
1.4 6 September Nathan Updated login procedure Melissa Golfes - Product
2024 Johnson Owner
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November
2024

March 2025

Leo Lopez

Shilpashree
Hassan

Added reference to Rule 67

Lodge a Legal Representation / Agent Change
Submissions and other Correspondence

Lodge an additional document after initiating
application or reply

Replace MASupport@pi.nsw.gov.au with PIC Digital Hub
link and Link to PIC Digital hub user guide.
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