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User Guide Overview

e AnIndividual user is someone who is not legally represented.

e Pathway Portal is your interface to the Commission's new single digital case management platform
called Pathway.

e AnIndividual user can use Pathway Portal themselves to perform various activities for their
application.

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
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Get started/ How do | get started with Pathway Portal?

How to access and register for Pathway Portal

In order to submit, engage with or view a matter you must first register to use Pathway Portal.

Instruction | Page

Access Pathway Portal

e You can access Pathway Portal via a

browser. Personal Injury
e Chrome and Edge are the recommended Commission
browsers.

e The weblink is found on the Personal Injury Wism e EUTERY Fl

Commission website and in the first step

Logi

Email Address

below. Pa d
e
1. Clle the fOllOWlng llnk: hv.u:um the Per: m ligital ico m“w'Ma"mmw:dﬂ"sﬂ
https://pathwayportal.pi.nsw.gov.au s S A o b g g
* accept that the of any unsaved information;

« acknowledge that the platform may not be available at all times or at any particular
time;

2. Click Register.

Register your email address

3. Follow the prompts to register your email
address.

AR Personal Injury
New South Wales ~ Commission

4. Tick to agree to the terms and conditions.

5. TickI’'m not a robot and complete
the Select all squares with... test and click
Next until the test is completed.

atform you

fre (email address)
btabilty of the platiorm,

unsaved information:
Jes or at any particular

o taminate vouie
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Instruction

Confirm you are not a robot

Once the test is completed, you will see the “I'm
not a Robot” message display. Personal Injury

Commission

6. Click Register.
Registration

» You will then receive an email to validate T
your email address. 8 Lottt

Terms and Conditions
In using the Personal Injury Commission digital service defvery platform you A

+ are responsible for any activity conducted under your usemame (email address) |
« will avoid any actvity that may compromise the security and stabilty of the platiorm, |«
its supporting technology and data contained within
+ accept that the Commission is not responsible for loss of any unsaved information
+ acknowledge that the platform may ot be available a all imes or at any particular
sime.
+ acknoueddan that the Cammissinn miay immedisteds Siienend or leminate voir
I agree to the terms and conditions

o/ tmnota rober

Click Pathway Portal link in email

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

7. Click the Link in the email.
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Update Mobile Number

8. Populate New Mobile Number to receive

the code and click Send. Personal Injury

Commission

Multi-Factor Authentication Code Verification

® Update Mobile Number

New Mobile Number
[ 0411222333

Type code

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

New South Wales ~Commission

Multi-Factor Authentication Code Verification

® Update Mobile Number
New Mobile Number

0 0411222333

A Resend

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

Create new Password

10. Enter Password and Confirm Password.

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

12. Click Register.

'I -.*3 o ._4\ \

New South Wales

Personal Injury
Commission

Password Required

Email Address
& | saima.Norris@yopmail.com

Please note that the password must be at least 8 characters, contain at least one number,
one symbel and upper and lower case characters,

Password

Confirm Password

& e

I'm not a robot

# Register

Populate User Profile (top of page)
13. Populate the User Profile as follows:
e Select Individual

e Complete the yellow mandatory fields
e (lick Save.

»  You have now completed the Registration
process.
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How to Login to Pathway Portal

Instruction

1. Click the Pathway Portal link -
https://pathwayportal.pi.nsw.gov.au

on the Personal Injury Commission website.

2. Populate the Email Address and
Password.

3. C(lick Login.
4. Select where you would like the Multi
Factor Authentication Code (MFA) sent

(either your mobile or email).

5. Click Send.

’ Page

B

i)

R .
,;,L‘_ﬂn Personal Injury

Commission

New South Wales

Welcome to Pathway Portal

Login to the Personal Injury Commission Online Pathway Portal

Email Address
& | maxricoyopmail com

Password

Personal Injury
Commission

New Soulh Walx

Terms and Conditions
In using the Personal Injury Commission digita

« are responsibie for any activity conducted

« wil avod any actvity that may compromis | - s
its supporting technology and data contain

+ accept that the C is not respony

« acknowledge that the platform may not be
tme

that the O inn mav

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

7. Click Submit.

Personal Injury
Commission

New South Wales

Multi-Factor Authentication Code Verification

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

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

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

Multi- Factor Authentication Code
& | 584224
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Navigation/ Where do | find information for my application?

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.

A.
b

2 5y Personal injury
New St Waes  Comemission

& Welcome, Max Rice

Pathway Portal

Diary displays any
appointments you
need to attend

Hers—assy
these functions

Files page contains all
information, messages
and documents related
to your applications

Click here to lodge a
new application

Click here to
Logout

You can also select a file to view the Applications, Parties.

party

The Files menu provides a list of Matters in
Allocations and Documents in relation 1o the ®

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

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

Files page

The Files page contains all the information, messages and documents that relate to the applications filed.
The Files page is broken down into sections that contain this information as follows:

Recent Activities

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

e
:’m Pathway Portal & Welcome, Max Rice

A [ vewavpicatonForm - = Fles Y Dary (# Losout

= Matter Summary
Recent Activities @ ~
Max Rice @ ~

Mattor Humr

Pathway Portal Claimant User Guide
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Temporary Applications

The Temporary Applications section displays:

e any applications that you have submitted to the Personal Injury Commission, but have not yet
been registered. These have a status of Pending.

e any applications you have saved to finish and submit later. These have a status of Draft.

e any applications that the Commission has rejected and sent back to you. These have a status of
Rejected.

Temporary Applications @ ~ m
Max Rice @ ~

Unassigned Reply Requests

If you are named as the Respondent to an application, the Commission will request a Reply to the
application from you. Reply requests will first appear in the Unassigned Reply Requests section. You
then need to assign the Reply Request to yourself to complete it.

Unassigned Reply Requests @ ~
Assign To )
Max Rice ~ ‘
Application Number Application Type Applicant Respondent Date Requested Date Reply Due Assign

M245/23-01-1 Form MO1-Medical assessment Umbrella Ingurance Rice, Max 30/05/2023 2006/2023 [m]

1. To assign the Reply Request to yourself, tick the Assign checkbox and click Assign.
2. Click Refresh.

» The Reply Request will now be in My Reply Requests.
My Reply Requests

After you have assigned the Reply Request to yourself, click Refresh to check/update the page with a
new Reply Request.

My Reply Requests @ ~
Max Rice @ ~

Application Number Application Type Applicant Respondent Date Requested Date Reply Due

M245/23-011 Form MO1-Medical assessment Umbrella Insurance Rice, Max 30/06/2023 20/06/2023 Complete Reply

Pathway Portal Claimant User Guide 11



Active Files

Your current open matters are listed here in Active Files.

Active Files @ ~

Henry Ng @ ~
M246/23-01-1 Henry Ngv
Date Filed Application Type Issue/Dispute Type Next Allocation Type Allocation Date Allocation Time Allocation Duration
30/05/2023 Form MO -Medical assessment Threshold Injury

Closed Files

Closed Files display at the bottom of the page for 30 days after they have been closed.

I Closed Files@ ~ | . I

Pathway Portal Claimant User Guide 12



Matter Details

To view details for the matter:

1. Locate the Matter in Active Files and click on the blue matter number hyperlink,

Active Files@ ~ Advanced =
Max Rice @ ~
Max Rics v AAA Corporatin|
mﬁu Acpicaion Type [e—— Noxt Allocaton Type Allocanen Dara Allocaton Trmo llcaton Duraton
203522 e M- Macica sssessmen Gogren f parmanant

» The Matter Details page displays.

This section provides information on the
Issue/Dispute Type for the selected
application. It displays the Issue/Dispute
status, information about the Next Allocation
and the and name of Application Owner.

Applications filed for
the matter.

(= Matter Details

Application Forms ()

Data Filad Application Number Application Type i
81032023 i Form IN12-Damagas assassmant Lola Levol Cfmant Logal Raprasentativa Open
91032023 MI5a/2312 = Motor Accident feply Grace Gilber Insurer/Schem Agant Open

M153/23-12-1 Gino Lilli v Umbrella Insurance

DotaFiad  ApplatinTyos esunDispute Tyos stats Next Allocaton Appllcston Dwear
5032023 FormMi2-Damages assessment Damages assessmant At dacison Tolcanferance OV08/2023.0800 Al Mesalom, Eln

Partios @ Messages relating
Party Role Party Name Party Typa Party Contact Representative to the matter are
Respardent Unbrota narance [TP—— [p—— Wity Lawyors fGace bt 0488988388)

located here.

@ [

Thara are na open Click View 10 viaw closed message thraa
Allocations i}
Allocation Type Dispute/lssus/injury Treatment Venue  Date and Time Durstion  Mode of Allocation Attandecs Decision Maker Language
D relecanterence MIS3/2312 YD1 Damages assessment 1408/2023 800 AM Thaur Teleconference Gino Lilli (Claimant), Urnbeells Insurance {Insurer / Scheme Agent) Member, Mauriee taliar
Documents (B
Dacument Date Auther Document Catagory and Typs File Name Related To
Liberty Lawyers Additionsl document-Other DUMMY DOCUMEN ARNING PURFOSES (8].docx MI53/23-121, Sender: Liberty Lwyers-Recigient
810320 Fortal Electronic Application Form - Sealed Form MIZ-Damages sssessment 230309-000323 5t MI53/23-121, Sender: Portal - Recipient:

Portal Electronic Application Form-Sealed Mator Accident Reply

230909-000324.5d1 MI53(23-12-1, Sender: Portal -Recipient

ola Level

Application-Claims assessment-bundle clainms bundie pdl M153/23-12-1, 09/03/2023: Farm M12-Damages assessment

All Documents relating to
the matter can be accessed
by clicking on the blue
Document Date link.

Allocations
(appointments) can
be found here.

Diary page
The Diary displays any allocations (appointments) that have been scheduled.

If you need to attend, your name will be listed in the Attendees column. You will also receive an email
with the Venue details.

@« Dmmwmmm = Fites ﬁmm (= Logout

i= Weekly Diary -List

@ Previous Week | 30/05/2023 | 8 Next Week &

‘Weekly Diary - List

Date Mattar Number Matter Name Allocation Type Attendses Venua Name Location Made of Allocation Time Duration

1/06/2023-Thu  M244/23 Max Rice v Umbrella Insurance Medical examination Max Rice (Claimant) PIC Medical Suites SYDMEY Venue 900AM 1 hour
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Lodge a new application

Overview

Lodge Register
application application

) Case Assess & Resolve &
Receive reply management decide close

Q @’% 8)

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
Claimant Details

Certification and Signature.

Insurer Details and Legal Representative details
Supporting Documents (help text varies per application)

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 Claimant User Guide




What application forms can be submitted?

Forms and schemes

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

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

Code ‘ Form name | Scheme
MO1 Medical assessment 2017
MO02 Review of a medical assessment 2017
MO03 Further medical assessment 2017
M11 Exemption 2017
M12 Damages assessment 2017
M13 Further Damages assessment 2017
M14 Damages settlement approval 2017
M41 Application for appointed representative 2017
M21 Miscellaneous claims assessment 2017
M31 Merit review 2017
M32 Review of a Merit review 2017
M51 Medical assessment 1999
M52 Review of a medical assessment 1999
M53 Further medical assessment 1999
M61 Exemption 1999
M62 General Assessment 1999
M63 Further General Assessment 1999
M64 Special Assessment 1999

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

Pathway Portal Claimant User Guide
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How to lodge a new application

In the following example, the Claimant Max Rice is lodging a New Motor Accident Application.

Instruction

New Application Form

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

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

‘ Page

a DNwAppch!bn/Form~ > Fes @muy

New Motor Accids pplication
Tow Appomted ﬁrj: csantatve Apprcation

Motor Accident Application — Notice to
Parties

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

3. Click Next.

» The Motor Accident Application - Claim
Details page displays.

Motor Accident Application -Notice to Parties

Pathway Portal Claimant User Guide
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Instruction

Motor Accident Application - Claim Details

4. 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.

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

¢ (Claimant Surname - Type in your last
name.

e  Whois 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 or is an Interstate Insurer, tick
this box and enter the Insurer’s details
on the subsequent page.

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

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

‘ Page

Motor Accident Application-Claim Details

and make sure that it is correct.

without matched claim.

Matching the claim number to the Universal Claims Database

e The claim number is checked against the Universal Claims Database (UCD) and confirms if it is
a valid claim number, it will show The claim has been found in green.
e Ifthe Claim has not been found, it will display in red. You should check the Claim number again

e Ifyou are satisfied that it is correct, there will be another check box that you can tick Proceed

Pathway Portal Claimant User Guide




Instruction

Application Details
5. Complete the following:

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

» The Matters in Dispute page displays.

Matters in Dispute

6. Select the relevant disputes.

Filed By
7. Filed by Name - Type in your name.

8. Filed by Party - Select one of the following:

e (Claimant - if you are lodging the
application for yourself

e (Claimant Personal Representative - if
you are lodging for someone else

e (Claimant Appointed Representative -
if you have already lodged an
Appointed Representative application.

Legal Incapacity

9. Read the Legal Incapacity questions and
select the appropriate response.

10. Ifyou, or the person you are submitting the
application for, are under legal incapacity,
an Appointed Representative application
needs to be submitted first.

11. Click Next.

» The Claimant Details page displays.

Note: If you selected Yes to the first question - [s 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 Claimant User Guide
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Instruction

Claimant Details

12. Complete the Claimant Details as follows:

Surname - Type in the claimant’s last
name.

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

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

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

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

Address - Type in the relevant fields.
International Address - Tick if
applicable.

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

‘ Page

Form MO1-Claimant Details

Claimant Details

Teleconference Phone Number -
Type in the claimant’s best contact
phone number.

Mobile Phone - Type in the mobile
phone number.

SMS Tick box - Untick if you do not to
receive SMS reminders of
appointments.

Email - Type in the claimant’s email
address.

Interpreter

13. Complete the details as follows:

Interpreter Required - Select if the
claimant requires an Interpreter.
Language of Interpreter - Select the
language from the drop-down menu.
Individual has a disability - Select if
applicable.

Claimant has a Legal Representative
- Leave unticked as you are self-
representing.

14. Click Next.

» The Insurer Details page displays.

Pathway Portal Claimant User Guide
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Instruction ‘ Page

Form MO1- Insurer Details
Form MO1-Insurer Details

15. These details will auto populate if the s z
Insurer was selected on the first page.

Srarch o'
Spdney =
Claim Nomber
iz
DX Avdrss
Pustal Address

1014 Bathuest Strset

Suburty
SYONEY

Cauntry

Austratis

Insurer Details continued

16. Complete the details as follows:

-

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

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

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

e Addin the Insurer Legal
Representative contact details.

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

17. Click Next.

» The Degree of Permanent Impairment
page displays in this example. The content
and questions on the next page will vary
depending on the application type and the
dispute (s) selected earlier.

Pathway Portal Claimant User Guide
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Instruction

Degree of Permanent Impairment

Dispute Referral

18. Select Yes/No to the questions.

‘ Page

s 28 Dy 10 complte an intermal review
Plaass provi e dtils

Injury 1

19. Complete the details as follows:
e Add the details of Injury 1.
L]

Click Remove injury to remove an
injury from the page.

Click Add Injury to add another injury.

Related Application Details

20. Add in any Related Application Details if
applicable.

Relatad Application Details

Other Dispute Details

21. Add in any Other Dispute Details that will
assist with your application.

22. Click Next.

» The Supporting Documents page displays.

Other Dispute Detsils

Pathway Portal Claimant User Guide
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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.

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

‘ Page

Form MO1-Supporting Documents

sppicaton types (e B

tatufory benedts 1 n disgute. you MUSLinGAUce 3 Schedule of 6AmIngs 1 the appraved fom. The approved

xdes e 10 Inpry Commission Rufes
2021 ‘assessor and you must commply wih e 1082A)

What are the document requirements?

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

24. Select the document and click Open.

25. 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.

Author - Type in your name.

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

‘Documant Typs ©
Modical disputo- bundle

Dacument Datails

File Name

Modical disput bundie.doc

Author

Saan Smithers

‘Data of Dacumant
01052023 |

26. Add another document if required.
27. Click Next.

28. The Certification and Signature page
displays.

Pathway Portal Claimant User Guide
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Instruction

Form MO01 - Certification and Signature

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

Save Draft

29. 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  C(Click the PDF icon to view the draft.

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

‘ Page

Form MO1-Certification and Signature

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

e Once you are ready to submit the
document, navigate to the Certification
and Signature page and submit the
document as shown below.

Form MO1-Notice to Parties

Austratan Logal Pracstionars

Bafors you begin, you 994 10 agree 12 our lamms and

eng 1o an accsent
‘e ol unde legal incapacty as defined in Sechon 7.47(2) o S Molar Accetent nuries A2t 2017,

Submit

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

Form MOT1 - Certification and Signature

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

Pathway Portal Claimant User Guide

23



Instruction Page

Form MO01 - Medical Assessment

Form MO1-Medical assessment
31. Click View PDF to view and download the

application.

The Form has been received at 1:28:37 PM on Tuesday, 30 May 2023

The temporary reference number is 230530-000720

Please record this number for future reference or view the Form on the Matter Summary Page via the Menu above.

Temporary Applications

Temporary Applications @ ~ 2=
S S+

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

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

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

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 registered application is no longer temporary, it has now been converted to a full matter
with a full matter number
The Registry team will send you an email
The application will now display in the Recent Activities section and Active Files.

Pathway Portal Claimant User Guide



How to resubmit a rejected temporary application

Instruction

Notification of rejected temporary

Pathway Portal

& Welcome, Lola Laval

application
&= Matter Summary
e Ifthe Commission rejects a temporary B 5 ==
application, you will receive an email ey

Lola Level @ =

notification with the reason.

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

To resubmit rejected application:

Personal Injury Commission - 230518000474 - Max Rice v Umbrella Insurance - Temporary Application Rejected

1. Refer to the email notification to @ i e
understand the rejection reason. =

Temporary Apghcation rejected

10518000474,

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

& Matter Summary

0000000}

3. Navigate to Supportmg Documents anq [ —— i Bk
make the required changes to the form (if
this was the reason for rejection).

A [ owaoplicatonForm = £ Fies (1Y) lary (® Logout

Cartfd Auskalan Legal Practiionses o e employess whose use 1S 1he r86pansibilt of Certied AusYalan Legal Practionsrs.

8 motor aceivent youneed to

- @ 1 December 2017, the Personal Injey Commission (PIC) ey decine to accept an agpdcason f he agpicaton is made oy 3 person
coter 50nS you Gsctare you

a3 not undsr legal ncapacty a5 datived in Secton 7 47(2) of e Motor Accient Inures Act 2017

A porson under legal ncapacey Incudas

* 3 Chkd undar e 390 of 18 years. and

Pathway Portal Claimant User Guide

25



Instruction

4. Click Upload to upload the supporting
document bundle (if this was the reason for
rejection) and click Next.

Form MO1-Supporting Documents

Supporting Documants

PLEASE NOTE THE FOLLOWING.

cevicate, Guardanstip Ondes
. Tt

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

PR —

Form MO1-Certification and Signature

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

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

Temporary Applications @ ~
Benjamin Button @ ~

e

annasz
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Replies

How to complete a Reply - Respondent

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

(%; Q @’@@9 g)

A reply request arrives as Unassigned in Pathway Portal and must be assigned to you.
Once a Reply Request is assigned, you will be able to view it in the 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 €= Reply is a Temporary application

e Hasatemporary number. until reviewed then registered by
the Commission

Reply Request Notification

When a reply has been requested you will receive an email notification to advise that an application has
been received by the Commission, the date the reply is due and to access the Pathway Portal to view the
application and submit the reply.

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

PIC w11 Comcase - Training <nswpictraining@sbcit.com.au>
Te  Ingram, lan

I[CAUTION:TI\IS email originated from outside of the organisation. De 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. pi.nsw.gov.au
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How to Assign the Reply Request

Instruction

Unassigned Reply Requests must be assigned
to you.

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

Tick Assign box
Select your name from the Assign
To drop down menu

e (lick Assign.

Note: Be mindful of the Date Reply Due.

How to complete a Reply

Instruction Page

My Reply Requests are your assigned Reply
Requests

1. Torespond to the reply request, complete
the following:

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

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

page.
» This will generate the Motor Accident

Application - Reply form which you need
to complete and submit.

Note: Be mindful of the Date Reply Due

My Reply Requests @ ~

Pathway Portal Claimant User Guide
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Instruction

2. 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 sccidant. Bators you eqin, ¥ou nesd fo sqres {0 our Srms and

condrors

Legal Incapacity

o accidents when ogcued on or aer 1 Desamuer 2117, g Persans = t racs by ez

under sgal ncapacty 1 you are makg an it s e,

s ol 1 Saction 7 41421 ofthe Mtcr Injories Act 2017

Agersen

J capacily rcardes

WRahar o Nt YoM EQURE That The PIG 5925 50, I 1§ 595 DI T 00 50 baceJseaf th

aenhe

3. 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.

4. Click Next.

Anpliat
M24523.011

5. Complete the Claimant Details page.

6. Click Next.

Motor Accident Application-Reply - Claimant Details

[voaeen |

Pathway Portal Claimant User Guide
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Instruction

7. 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.

Motor Accident Application-Reply -Supporting Documents

Supgorting Documents.

wish o oty

PLEASE NOTE THE FOLLOWING:

= (e Bith
" F i in cpute, you must ie of sarnings in he appraved fum_ The approved
‘Scneduls o sarmings form i svalable hers » MA Dwvision Ageraved Foe for Schedule of Earmings
8 i disouts, you must - s Darscuars ofthe amount
clamed

. 7400 878 ChB0 8 SUNVEISNGS TSC0F. ST U2 109 0T 1N Parsonal Inkity Comission Rules
2021, you st demonsyate hat exceplional ceumstances axit 0 allow I o be refered 10 & medial assessor and you must comgy wil rule 108(2A).

Drag and o ore o e files here

o click the upiosd button Lo browse for a file.

8. Sign and date the application - Submit if
ready or Save Draft if you need to review
the reply before it is submitted.

Motor Accident Application-Reply -Certification and Signature
Ar Save Draft | () Submit

Date Signed

Application Signed 19052023 | &

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

> Files @ Diary

Motor Accident Reply

A [ NewApplcationForm -

The Form 12.26:50 PM on Friday, 19 May 2023

T i+ 230519-000476

the F

Please record this number for future e Matter Summary Page via the Menu above.

Pathway Portal Claimant User Guide
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How to view the Reply

Reply registered email notification

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

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

e Applicant’s Legal Representative

e Respondent’s Legal Representative or

e Unrepresented parties.

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

@ PIC v11 Comcase - Training <nswpictraining@sbcit.com.au>

To Umbrella Insurance;  Lola Level - Timeless Lawyers (Representative)

‘ € Reply ‘ %) Reply Al ‘ —> Forward ‘ B

Sat 8/04/2023 4:47 PM

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

Reply registered

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

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

Yours sincerely,
Personal Injury Commission
WWW.pi.nsw.gov.au

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

Instruction

View the Reply

The Documents section lists the:

e Sealed reply form
e Reply document bundle

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

MI45023 01 FranFrasod v Umbeoda nsuraece

DR g Tye Tt Tia R prTe—

BUIEES  Fom W Wt st Trasiast o e and sy asen ine hutre
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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. Eessoges

3. Select the Participants.

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

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

4. Type the Message body.

Upload a document

You can Upload a document to your message as
follows:

1. Click the help icon in the top right of the
New Message box to display help and link
for attaching various forms.

2. Click Upload when document is ready.
3. Select the document and click OK.
4. Click Send.
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How to view messages
You may receive new messages from the other party or the Commission.

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

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

New badge indicates
anew message in
the thread

Sorder

Priyanks Singh

910612023 9556 AM
M20006/23.64.1-Form M64 .S

Priyanka Singh 9082023 8:52 AM
M20006723-64-1- Form M64- Special

Mohan Donchan 9/06/2023 9:50 AM

Category for incoming
messages will be:

Click blue subject link to
view and respond to the

Click to toggle between:

®  For Action message View All Messages -
®  For Noting }c/}\:hic};1 includes closed
®  For Review reads.

View Open Messages -
N/A Category indicates thread which only displays

Kwas initiated by you J \threads that are open J
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How to respond to messages
The most recent messages display at the top of the thread.

1. Type response to Message and click Send.

Pathway Portal

B4 Messages

& Walcome, Max Rice

(= Logout l

& Upload

Message: Sophie Jones (Personal Injury Commission) -5/05/2023 3:50:23 PM

S

3

| Sanie Jones {Persanal Injury Comm

Pathway Portal Claimant User Guide
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How to download and save messages

To download and save messages from Pathway Portal, you can Print screen and save to PDF.

Instruction ’ Page

e

1. Inthis application, there are 3 message
threads:

2. Open one thread, then right click on the

. L —
screen and select Print. = EwaEn Pathway Portal

i

& Welcoms, Max Rico

3. Inthe Printer field (left hand panel) select - —
Save as PDF and save to a convenient — o
location.

Note: This will save the whole message thread
as a PDF.

4. Repeat with all the message threads.

Pathway Portal Claimant User Guide
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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.

®  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 M286/23 Henery Hall - Medical examination on 24/08/2023 at 1:00PM

€ Reply % Reply Al —> Forward
PIC v11 Comcase - UAT <nswpicuat@sbcit.com.au> D Reply | 9 Reply orwa &

To Henery Hall Thu 24/08/2023 2:39 PM
calendar.ics
~
3KB

‘ [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.]

Dear Henery Hall, Microsoft Outiook %

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

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

Matter Number: M286/23 Attachment “calendar.cs” from "Personal Injury Commission

Insurer claim number: 360005507201 ::ig;;:‘ﬂznery Hall - Medical examination on 24/08/2023

Claimant: Henery Hall -
Yes
terorte Reuied Mot s [~ ]

Legal Representative: Alloy Lawyers Ltd.

Insurer / Scheme Agent Details:
Insurer / Scheme Agent Name: UAT_QBE

Appointment Details:

Decision Maker: Alfred Pena

Type of Appointment: Medical examination
Appointment Date and Start Time: 24/08/2023 1:00PM
Duration: 1 hour

Location Type: Venue

Attendees: Henery Hall (Claimant)

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 appointment is nat automatically added/updated in your calendar
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How to view allocation details

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

Decision Maker is the
member or medical assessor

Allocations ()

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

Sullivan, Sam

PIC Medical Suites, Level 8/1 Oxford Street, SURRY HILLS NSW 4/09/2023 .00 AM 1 hour Venue Adi Allen (Claimant)

[ Medical examination M270/23-01-1/D1 {Arm)

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

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

Allocation type is the type of
appointment (eg Teleconference,
Medical Examination, Paper

Pathway Portal Claimant User Guide
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Assess and Decide

Lodge
application

Register

application Receive reply

YaRSYar:yY/ -

Resolve &
close

©/

Assess &
decide

Case
management

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

e Seals the outcome document

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

decision is available on Pathway Portal.

Decision available email notification

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

P &, - e
PIC v11 Comcase - UAT <nswpicuati@sheit com aus 2 Realy | % Realy Al Farwerd ‘ L
To. e Rice inividusl;  Robert Taylor - NSW Insuronce Insurer / Scherne Agent] Toe 4

022 343 M

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

TS pe—
PIC V11 Comease - T7aining <nSwpicliining 5baitcom.au- 6 Perty | % by | >
To Lot £ i st Lol —— [

[ caumion he. you recon
)

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 or 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,

Pathway Portal Claimant User Guide

Claimant name: Cris Abu
Appiication Number: M162/23-01-1
Insurce claim number: CATZS
Insurer Keprosentatine feferance:

Claimant Representative Reference:

Decision available Cris Abu

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

I you da not agres with the dscision, there may b the naturs of the

decisian and the dispute. Please note: Time limits may apply.

Publication of decisions:

Certain € pubiished i section 58 of the Personal injury Commissian Act 2020. 1n exceptional
circumstantes decisions may be de identilied or redacted before publication. Decisions are not published for seven days to allows a party Ume
o apply for de i jan o redaction. Any request must b made in wiiting Lo the President Lo help@pi.nsw gov.au within 7 days from
the date the decision is issued. When determining an application, the Commission will consider the issues outlined in Rule 132 (4) of the
Personal Injuty Commission Rules.

Hyou questions, 1800 112679,

Vours sincerely,

Persunal Injury Commission
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How to view the Outcome Document

Instruction

From the Matter Details page, scroll down to
Documents

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

2. Click the downloaded document to view.

’ Page

Pathway Portal Claimant User Guide
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How to lodge an application for a Review

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

Instruction ‘ Page

To lodge a review, complete the following:

& Matter Details

Augicsion Fres )

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.

Notice to Parties

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

3. Click Next.

» The Claim Details page displays.

Pathway Portal Claimant User Guide
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Instruction

Claim Details
4. Complete the Claim Details as follows:

e Populate the Claim Details
e Select the Application Type

This example selects M02 - Review of medical
assessment

e Tickrelevant Matters in Dispute
Filed by Party - Select as
appropriate.

e Legal Incapacity - Select as
appropriate.

5. Click Next.

6. The Claimant Details page displays.

Page

Motor Accident Application - Claim Details

Claimant Details

7. Populate the Claimant Details page.
(Select Existing Party to auto-populate the
details)

8. When done click Next.

» The Insurer Details page displays.

Form MO02 -Claimant Details

Insurer Details

9. Populate the Insurer Details page.

10. Populate Insurer Legal Representative
details if required.

11. Click Next.

» The Panel Review of a single medical
assessment page displays.

Form MO2 - Insurer Details

o inguror invalvad.seleot Add Addiional Insurer’and add the addiional insurce

Pathway Portal Claimant User Guide
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Instruction

Form MO02 - Panel Review of single medical
assessment

12. 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 Ifthe decision is not available, tick

Previous Decision not available for
selection and type in the details.

o 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.

o Complete the required fields on the
page.

13. Click Next.

14. The Supporting Documents page displays.

‘ Page

Form MO2 - Panel Review of single medical assessment

Ve # Ho

Wihat i the ervar mde by he Desisian Maker™

Supporting Documents

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

16. Click Next

17. The Certification and Signature page
displays.

Form MO2 -Supporting Documents

Drag ardl drap ane or more fes here.
o that Gocument

‘o click the upload button 1o browse for a file.

Certification and Signature

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

to the Commission.

20. Click Submit.

5 | dctare tha, b the best of my knowladipe, the inf
and # perscral

oste Signed

B Application Signed 14032023 | H

Pathway Portal Claimant User Guide
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Instruction Page

What happens after Submit?

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

Temporary Applications @ ~
Grace Gilbert @ ~

woama Fam

Once the application is registered it displays
within the matter details for the originating
dispute and has matter number prefixed with R.

Pathway Portal

& Welcome, Grace Gilbert

Pathway Portal Claimant User Guide
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Lodge an application for a Further Assessment

How to lodge an Application for a Further Assessment

Instruction

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

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

‘ Page

= Matter Details

Jrm—— ]

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.

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

Pathway Portal Claimant User Guide
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Instruction

Motor Accident Application — Claim Details
5. Complete the Claim Details as follows:

Application Type
Matters in Dispute
Filed by Party
Legal incapacity

This example selects M03 - Further medical
assessment

6. Click Next.

7. The Claimant Details page displays.

Page

Motor Accident Application-Claim Details

rSove ot | ESubmt

Yrseve oot | [Eysubmit

Claimant Details

8. Populate the Claimant Details page (Select
Existing Party to auto-populate the details)

Form MO3-Claimant Details

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

10. Populate the Insurer Legal
Representative details if required.

11. Click Next.
12. The Form M03 - Further medical

assessment page displays if this is the
application that was selected.

Form MO3-Insurer Details

PLEASE NOTE: I thare is mare: than ane insurer invalvel

Pathway Portal Claimant User Guide
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Instruction

Further medical assessment

13. 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.

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

o 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.

14. Click Next.

15. The Supporting Documents page displays.

‘ Page

Form MO3-Further medical assessment

Yos ® No

Has th assessed at the DRS or ol Injury Commission?

® Yos O No

Matier Number of Previous Decision’
MiI423 Previous Decision not avalable for seloction

Dispute Referral

Previous Assessment

Previous Decision

Pona.u hysical T &

Allred Pona

Full Mo of Decision Maker of provious docision”

Doterioration of the injury
Naithir

ba cagoblo of having

mere info hare.

Supporting Documents

16. Upload relevant supporting documents
as a single indexed and paginated bundle.

17. Click Next.

18. The Certification and Signature page
displays.

Form MO2 -Supporting Documents

Supporting Documents

PLEASE NOTE THE FOLLOWING:

+ Damager
clamed
+ Surveillance recorsings in

221

assassur and you

Drag and drap ane o mare fes here
e Documert

o click the uaload button 1o browes for a e,

than Dozument

Certification and Signature

19. Read and tick the acknowledgments.

Then either:

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

to the Commission.

21. Click Submit.

Form MO2 -Certification and Signature

ravided in this form.

Date Signod
@ Applcation Sigred 03023 | £

8 1dectare that, 0 the best of my krwledie. the information givenin s farm s rue and correct. | als0 give cons

isent and mwtharisatian far the callection, use
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What happens after the Further Assessment application has been

submitted?
Instruction ’ Page
The Further Assessment Temporary Temporery Al caions @ - .
Application displays with Status of Pending T e

until it is registered by the Commission.

Once the application is registered it displays el Files 0 - =

Banjsmin Button @ ~

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

Pathway Portal Claimant User Guide
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Lodge Appointed Representative Application

How to lodge an Appointed Representative Application

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

an appointed representative.

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

Instruction

To lodge an Appointed Representative
Application, complete the following:

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

» The Form 41 - Notice to Parties page
displays.

You can usa the platform 10 lodga a New Application/Form, view the list of Files or matters assigned 10 you, viaw speciic details of thasa Matters, view
a Diary d view your User Profile.

Tha N for lodgmant of

The Files menu provides a st of Matiers in which you are a party of representative al a party. You can alsa select a file 1o view the Applications, Parties,
Allocations and Documents in relation to the Matter

The Diary menu sllows you to listof

Tha User Profile manu displays your current contact detalls recorded with tha Commission. Contact the Commission 10 updata your detais.

Form 41 - Notice to Parties

2. Read the Terms and Conditions.

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

» The Form M41 - Claim Details page
displays.

Form M41-Notice to Parties

EotLega) is Lags i smployess whoss use U

Bt esber Prortsl ussrs: Use s form i you ward 10 make e bout & ot sccident o begin, you terms and

application is made by a parscn
Ml i Gt by g0 10 14 orms AN ConBONs ou daclare you

.
ekned in Sacton 74T(2) of the Mofor Accvtent inuries Act 2017

shels unablo s, o maprass. is ar b wil, with

e urd legol incapaciy, you wil need 10 8pply 10 the:

Pathway Portal Claimant User Guide
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Instruction

Form M41 - Claim Details

4. Populate the Claim Details, specifically the
Legal Incapacity section.

5. Select Yes to the question is the Claimant
under Legal Incapacity and indicate the
type of legal incapacity.

6. Click Next.

» The Form M41 - Claimant Details page
displays.

‘ Page

Form M41-Claim Details

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

8. Populate Claimant Legal Representative
Details (as needed).

9. C(lick Next.

» The Form M41 - Appointed
Representative Details page displays.

Pathway Portal Claimant User Guide
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Instruction

Form M41 - Appointed Representative
Details

10. Populate the Appointed Representative
Details.

11. Click Next.

» The Form M41 - Insurer Details page
displays.

Page

Form M41-Appointed Representative Details

Appointed Representative Details

xxxxxxxxxxxxx

........

Form M41 - Insurer Details

12. Populate the Insurer Details page.

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

14. Click Next.

» The Form M41 - Supporting Documents
page displays.

Form M41-Insurer Details

Form M41 - Supporting Documents

15. Click the Link to download the form for the
appointed representative to sign.

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

17. Click Next.
Include Appointed representative «—

form and incapacity evidence in single
indexed and paginated bundle

» The Form M41 - Certification and
Signature page displays.

Ploaso uphoas the documents you wish ba rely o a5 4 paginated and indexed bundle

PLEASE NOTE THE FOLLOWING:

wciion, plesse upkoad SURDOI 4ridence of the sebectidIncapesity 1ypes (.5, Bith carl
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Instruction Page

Form M41 - Certification and Signature
18. Read and tick the acknowledgments.

Then either:

woaxz | 8

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

20. 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.

Pathway Portal Claimant User Guide

51



Lodge Additional Documents

How to lodge Additional Documents
It may be necessary to lodge additional documents after you have submitted the application.

Additional documents are submitted via a message to the case owner, with a form downloaded from the
message help page.

Instruction ‘ Page

To lodge additional documents: T L
= Matter Details

1. From the Matter Details page, click New Mmm o —— -
Message. = — -

2. Populate the Subject. essages

3. Tick the relevant Participants (recipients).

4. Click the question mark icon in the New
Message section.

5. Click the Link to: Motor Accidents -
Application to Admit Late Documents to
download form.

6. Open, populate and save the downloaded
form.

7. Dragand drop the form and additional
documents to the New Message section (or
Upload).

8. Type the Message content and click Send.

Include Application to Admit Late
documents and additional documents

as single indexed and paginated —
document =7
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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:

On particular application forms
In their reply

Through a message to the Commission.

A [ NewApplicationForm- = Fites [T Diary (@ Logout

Form M12-Damages assessment

i?Save Draft Submit

Claim for Damages

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

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

Best Endeavours/Time Limits

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

® Yes O No

Please provide details

Assessment Details

Do you believe the claim is suitable for assessment?”

® Yes O No

Is the claim ready for assessment?*
O Yes ® No

Please provide details

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

® Yes O No v

What happens next?

If the dispute is referred to Stood Over list:

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.
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Appendix A — Document requirements

Document requirements to submit with the application are:

Document type

Appointed Representative

’ Requirements

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

Merit Review

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

Damages assessment

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

Surveillance recordings in
medical assessment
proceedings

If you are including a surveillance recording under rule 109 of the
Personal Injury Commission Rules 2021, you must demonstrate that
exceptional circumstances exist to allow this to be referred to a
medical assessor and you must comply with rule 109 (24).

Note: The document should be a single paginated and indexed bundle.

What is the maximum document size?

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

.avi

.CSV

.dicm

.doc

.docx

.eml

gif

Jjpeg

Jpg

.Imkv
.mov

.mp3

.mp4 .pptx .wma
.mpg xrtf .wmv
.msg tif xls
pdf tiff xlsx
.png txt

.ppt .wav

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

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

Term | Definition

Case Owner

The person responsible at the Commission for managing
the case.

Multi Factor Authentication (MFA)

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

Related matters

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

Temporary Application

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

Registered Application

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

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

Medical Assessor, Member or Merit Reviewer.
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Appendix C — Email Notifications — When and what happens

When | What happens

An application is lodged in Pathway Portal

The applicant gets an email that temporary
application received

the Commission

An application is registered / rejected by

The applicant gets an email notification

A reply is requested

The respondent gets email notification

A reply submitted

The respondent gets email notification that reply

temporary application received

Reply is registered / rejected by the
Commission

The respondent and applicant get an email notification

Allocation is booked / cancelled /
rescheduled

The legal representative (or self-represented party) gets

email notification

Outcomes are available

The legal representative (or self-represented party) gets

email notification

Documents have been shared with you

The legal representative (or self-represented party) gets

email notification

You receive a message from the other
party or the Commission

The legal representative (or self-represented party) gets

email notification

Application closed

The legal representative (or self-represented party) gets

email notification

Appendix D — Version Control

Version Date Author Major changes Approved by

1.0 6 June 2023 Jacqueline Mead Initial version Sophie Jones - Pathway
Product Owner
1.1 1 Sept 2023 Pamela Allen e Updated most prominent screenshots: Service Provider now called
Decision Maker
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