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User Guide Overview

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

What will the guide cover?

This guide will cover how to:

e Get started

e Navigation

e Lodge an application in Pathway Portal

e Resubmit a rejected application

e Complete areply request

e Review a received reply

e Send and receive messages

e View allocation details

e View outcome documents

e Explain how to lodge a review and further application
e Lodge a Legal Representation / Agent Change

e  Submissions and other Correspondence

e Lodge an additional document after initiating application or reply
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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 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.

e You can access Pathway Portal via a browser.

Personal Injury
Commission

Terms and Conditians

& (email address);
ability of the

Register your email address

3. Follow the prompts to register your email
address.

4. Tick to agree to the terms and conditions.

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

Personal Injury
Commission

Registration

Email Address

& [ rchardtostyopmaitcom

atiom you:

fre (email address);
tabilty of the platform,

unsaved information

or at any particular

o taminate v
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https://pathwayportal.pi.nsw.gov.au/

How to access and register for Pathway Portal continued

Instruction
Confirm you are not a robot

Once the test is completed, you will see the “I’'m
not a Robot” message display.
6. Click Register.

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

Page

Personal Injury
Commission

Registration

Email Address
& | richard testeyopmail.com

Tarms and Conditions
In using the Personal Injury Commission digital serdce desivery platfom you

« are responsible for any actiity conducted under your usemname (email address);
« will avoid any activity that may compromise the security and stabiity of the platiorm,
its supporting technology and data contained within;
« accepd that the Commission is not responsible for loss of any unsaved information
+ acknovdedge that the platform may not be available at all fimes or af any particular
fime.
+ ArknowiAGas INAT Ihe COMMISion MAy ImMmABalels SIShAnd or tAmsnate vour
I agree 1o the terms and conditions

W tmnetaroser

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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How to access and register for Pathway Portal continued

Instruction ‘ Page

Update Mobile Number

8. Populate New Mobile Number to receive the

code and click Send. Personal Injury

Commission

Multi-Factor Authentication Code Verification

® Update Mobile Number

New Mobile Number

0 0411222333

Type code

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

Personal Injury
New South Wales 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

&

Pathway Portal Claimant User Guide



How to access and register for Pathway Portal continued

Instruction

Create new Password

10. Enter Password and Confirm Password.

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

12. Click Register.

‘ Page

Personal Injury
Commission

Password Required
Email Address
&  saima.Norris@yopmail.com

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

Password

Confirm Password

& e

I'm not a robot R

#] Register

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

e  Complete the yellow mandatory fields
e  C(lick Save.

»  You have now completed the Registration
process.

insurer/Scheme Agent O Legal Ropresentative O Barrister/Counsel O Corporation
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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. Click Login.

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

mobile or email).

5. Click Send.

‘ Page

s OZs  Personal Injury
New South Wales Commission

Welcome to Pathway Portal

Login to the Personal Injury Commission Online Pathway Portal

Email Addross
& | marice@yopmail com

Password

Terms and Conditions
In using the Personal Injury Commission digita
Mt Foctar Athangicaton Code Vedication

Personal Injury
Commission

+ are responsibie for any activity conducted
« il avoid any activity that may compromis

its supporting technology and data contain
+ accept that the C s not respont

M 040 3

@ Sonc Coll via S toregivtersd Mobile O Sand Code v vl 12 registored Emat
xx 222 e

+ acknowledge that the platform may not be
time:

«  arknoudeding that the Cammisainn may immedisiels siisnand o faminate wir

of Rasat Password

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

7. Click Submit.

Personal Injury
Commission

Multi-Factor Authentication Code Verification

® Send Code via SMS to registered Mobile  © Send Code via Email to registered Email
Number 04XX XXX 222 maxrice@yopmail.com

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

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.

i 1

.,% oo Pathway Portal

A B New Application/Form -

& Welcome, Max Rice

E‘ Logout

Diary displays any
appointments you
need to attend

Files page contains all
information, messages
and documents related

TS T

Click here to lodge a =
these functions

new application

Click here to
Logout

The Files menu provides a list of Matters in to your applications

Allocations and Documents in relation to the b

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

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

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

Pathway Portal & Welcome, Max Rice
Now Applicationsrorm - [ Fies (3] Diary [ Logout
= Matter Summary

Recent Activities® ~ [ | .
Max Rice @ ~

Mattor Norber

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 © ~ B3

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 Numbsr Application Type Applicant Respondent Date Requested Date Reply Dus Assign

M245/23-01- Form MO1-Medical assessment Umirella Insurznce Rice, Max 30/05/2023 20006/2023 [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

M245/23-01-1 Form MO1 - Medical sssessment Umbrella Insurance Rice, Max 30/05/2023 20/06/2023

Pathway Portal Claimant User Guide



Active Files

Your current open matters are listed here in Active Files.

Active Files @ ~
Henry Ng @ ~
M246/23-01-1 Henry Ng v Umbrella Insurance

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

30/05/2023 Form MO1-Medical azsessment Threshald Injury

Allocation Duration

Closed Files

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

Closed Fi
Max Ri

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@ ~
Max Rice @ -
Max Rca v AAA Corporation
- J—— e r——— Jrm—— Jr——
- [

» The Matter Details page displays.

Matter Details (top of page)

R e

This section provides information on the

Applications filed for
the matter.

[= Matter Details

Application Forms (B It displays the Issue/Dispute status, information
Date Filed Application Number Application Type \/ mi=d|  about the Next Allocation and the and name of
30/05/2023 M244/23-51- mFu'm M51-Medical assessment Max Application Owner.

30/05/2023 M244/23-51-1 m"\ Meotor Accident Reply Nina

Issue/Dispute Type for the selected application.

w Form ~

M244/23-51-1 Max Rice v Umbrella Insurance

DateFiled  Application Type Issue/Dispute Type Status V Next Allocation

30/05/2023  Form M51-Medical assessment Treatment and care relates to the injury caused Open

Treatment and care reasonsble and necessary Open

Awsiting sllocation Medical examination 01/06/2023 02:00 AM

Degres of permansnt impairment

Pathway Portal Claimant User Guide
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Matter Details (bottom of page)

Parties B

Party Role Party Name Party Type Party Contact

Respondent Umbrella Insurance Insurer / Scheme Agent Leopard, Leo (0422111222) Pa rties displays a ” the
Applicant Max Rice Claimant 0422222222

parties for the matter.

Messages ([ View All Messoges

Application Category Subject Sender Data/Time Sent

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

Allocations ()

Allocation Type finjury/Treatment Venue Location Date and Time Duration Mode of Allocggion A

(=) Medical examination M244/23-51-/01 {Arm) PIC Medical Suites SYDNEY 1/08/2023 2.00 AM 1heur Venue Messages re|ating to the
Documents €3 \ matter are located here.

Document Date

.
Author Document Category and Type File Name Related To

Electronic Application Form-Sealed Form MS1-Medicsl assessment 10485.pdf M244/23-51-1, Sender. Portal - Recipient

Electranic Application Form-Sealed Mator Accident Reply M244/23 511, Sender: Portal -Recipient

Allocations (appointments)
can be found here.

Apglication-Medical dispute -bundle M244/23-51-1, 30/05/2023: Form M51 -Medicsl azseszment

Nina Har) y - Medical dispute -bundle M244/23-51-1, 30/05/2023: Motor Accident Reply

All Documents relating to
the matter can be accessed
by clicking on the blue

Document Date link.

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.

(=) Logout

= Weekly Diary-List

Start Date

OPr s Waek | 30/05/2023 | 68 Next Week €

‘Weekly Diary - List

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

1/06/2023-Thu  M244/23 Max Rice v Umbrella Insurance Medical examination Max Rice (Claimant) tes SYDNEY Venue 900AM 1 hour

Pathway Portal Claimant User Guide
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Lodge a new application

Overview

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

L &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:

e Notice to parties

e Claim Details

e Claimant Details

e Insurer Details and Legal Representative details

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

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

e Forms M01 - 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
MO01 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
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

P06 Notice of Discontinuance

Pathway Portal Claimant User Guide




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

How to lodge a new application

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

Instruction ‘ Page

New Application Form

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

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

a_ anppummram- [ Files mbmry

New Motor Accid h Application

MNew Apponied Hefesentalive Application

Motor Accident Application - Notice
to Parties

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

4. Click Next.

» The Motor Accident Application - Claim
Details page displays.

[ New Avpiiationsrorm =~ = Fites {3 Diary

Motor Accident Application - Notice to Parties

Pathway Portal Claimant User Guide
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Instruction ‘ Page

Motor Accident Application - Claim
Motor Accident Application-Claim Details

Detalls ——

applicable’ for th

5. Complete the details as follows:

Claimant Date of Birth" Claimant Surname

o
[ oroorz002 |
ssing

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 your last
name.

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 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.

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

Pathway Portal Claimant User Guide
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Instruction

Application Details

6. Complete the following:

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

» The Matters in Dispute page displays.

Matters in Dispute

7. Select the relevant disputes.

Filed By

8. Filed by Name — Type in your name.

9. 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

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

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

12. 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 Claimant User Guide
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Instruction

Claimant Details

13. 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.

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

e Date of Birth — Type in the 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.

¢ International Address — Tick if applicable.

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

‘ Page

Form MO1-Claimant Details

Other Title

Date of Birth

oooz002 | g8

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

e Mobile Phone — Type in the mobile
phone number.

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

e Email — Type in the claimant’s email
address.

Teleconference Phone Number

0a77171717

Mabile Phone

0477171717

Home Phone

Email

Seansmithers@yopmail.com

Interpreter

14. 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.

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

15. Click Next.

» The Insurer Details page displays.

Pathway Portal Claimant User Guide
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Instruction

Form MOIT- Insurer Details

16. These details will auto populate if the Insurer
was selected on the first page.

‘ Page

Form MOT1-Insurer Details

Saw mit
Insurer Details 9

pL lect Insurer’and add the additional insurer details on the next screen.

Clom tumser
=

DX Address

Postal Address

[ otm Bt st

Suburd stte Postode
[ svonev | [nsw ‘2000

international 1 Address

Country

Australia B

Insurer Details continued
17. Complete the details as follows:
e Scroll down and 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
0466777990
Contact Email

Waus hargreaves@yopmailcom

fgurer has a Legl Representative

e Addinthe Insurer Legal Representative
Details name and address details.

Insurer Legal Representative Details

Existing Rey

Organi
Timeless Lawyers

o

) DX Address.

Postal Address®
89 Station Streat

e Addinthe Insurer Legal Representative
contact details.

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

18. 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.

Contact Phone

0411555999

Ewal  Roference Number
benjamin.buttonayopmail.com BE019/23

Pathway Portal Claimant User Guide
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Instruction

Degree of Permanent Impairment

Dispute Referral

19. Select Yes/No to the questions.

‘ Page

Form MO1-Degree of permanent impairment

Dispute Referral

Date internal review was req
06/04/2023 2

vested

Injury 1

20. 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.

Injury Description -Describe location and type of injury (e.g.left leg)”
Sprained

Related Application Details

21. Add in any Related Application Details if
applicable.

Related Application Details

Other Dispute Details

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

23. Click Next.

» The Supporting Documents page displays.

Pathway Portal Claimant User Guide

21



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 paginated bundle and must not
should not exceed 500 pages on certain initiating
applications (Refer to PIC Rule 67).

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

Form MO1-Supporting Documents
Hr Seve Draft ||

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 fepresentative application, pleass pload sUpPOMting evidence of the selected incapacity types (2.4
certficate, Guardianship Order or Financial Management Order)

« Merit review: ifthe amount of weekly compensation of statutory benefits is in dispute, you must include a schedule of eamings in he approved form. The appr
Schedule of Eamings form is available here = Nolor 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 am
dlzimed

« surveillance recordings in medical assessment proceedings: if you are including a surveilance recarding, under rule 109 of the Personal Injury Commissi
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).

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

&3 Upload

Lodge Additional Documents

O Lodge additional documents

25. Select the document and click Open.

Nane - o e s W

@ Bosomorson
@ noasowaron
@ nowsomizon
E

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

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

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

Dispute types excluded from the 500-page limit
are:

e  Medical reviews and appeals

e  Merit reviews and merit review panels

e Settlement approvals

e Presidential appeals

e Expedited assessments

e  Certain work injury damages disputes

mitted Supporting
sultin your application

- Doct s 500 pages. Thi uit in your
being eectd. Aditionl Documents s be lodged n accordance
o
Form MO1-Suppor

& Welcome, Test Lawyer

Form MO1-Supporting Documents
e Sove Dt | EDSUbmt

The total

iny Rule 67C.
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What are the document

requirements?

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

26. 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.

Document Details

File Name.

Medical dispute bundle.docx

Author

Sean Smithers

‘Date of Document

30052023 | (2

Lview | rGiear] ©Romovo

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

application

27. Tick Lodge Additional Documents if required.
28. Click Next.

» The Service and Consent page displays.

L View | AClear @ Remove

Drag and drop one or more files here.
(or onto an existing Document Category/Type
or click the upload button t

that Document
for a fle.

Lodge Additional Documents

29. 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.
30. Click Next.

» The Supporting Documents page displays

31. Upload your additional documents.

32. Add in the Document Details.

33. Click Next.

Form MO1-Application to Lodge Additional Documents

=3 47 Sove Draft | [E)Submit
Service and Consent o
un dged ument, then please include the earliest dates

Reasons in support of application (2]

dditional fule 67C of the Personal njury Commission Rules
Direction e Limit and Additional Documents.

2021, Pro

‘Submissions in support of Application to Lodlge Additional Documents addressing the requirements of rule 67C of the Personal Injury Commission Rules 2021
‘ ‘Additional Document

Ay Sve Drait | () Submit

=a |
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Instruction

Form MOT - 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

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

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

e  Click the PDF icon to view the draft.

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

‘ Page

Form MOT1-Certification and Signature

Dato Signed
2010212023 | £

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

Legal Practiioners

1t Fant to make an appication t resalve a ispute about a motor accident Before you begin, you need to agree to our terms and

Jecember 2017, tne Personai i

in accident which occurred on o after this date, by agreeing to these terms and condiions
7.47(2) of the Motor

Submit

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

Form MO1-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.
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Instruction Page

Form MO]J - Medical Assessment

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

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

application. e temporery rference rumber s 230630-000720

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

Temporary Applications

'y Applications @ ~ =

37. 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

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

& Welcome, Lola Lavel

application

= Matter Summary
Recent Activities @ ~ e

e If the Commission rejects a temporary LotaLovet @ - '
application, you will receive an email Temporay Applictions @ ~
notification with the reason.

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

To resubmit rejected application:

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

1. Refer to the email notification to understand @ 1o v mmemencicnn
the rejection reason. — ‘

Temporary Applicaton reected

S Reply | Repy Al | > o

Application Detalls

Applcant:MiaxRice
Respondent: Umbrella Insurance
Date Lodged: 19/05/2023

Supporting evidence

sender i 1800742 675.

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

3. Navigate to Supporting Documents and make . A somm s
the required changes to the form (if this was A [rormsoonrom- Drioe vy -
the reason for rejection).

applcation gin, you torms and
 December 2017, ury Commission aperson
‘an applicaton relating to an accident which occurred on or afer this date, by agreeing to these terms and conditons you declare you
are notunder legal 7.47(2) of th 2017.
Aperson under legalincapaci includes:
+ 3 chilg underthe age of 18 years, and
¥ b i ofthe bients! ang
person under guardianship within the meanin g oft a
a ofthe NSW 2009, and
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Instruction Page
38. Click Upload to upload the supporting Form MO1-Supporting Documents
document bundle (if this was the reason for

rejection) and click Next.

PLEASE NOTE THE FOLLOWING:

The approved

Note: If your application was rejected for
having supporting documents over 500 pages,
39. Remove the document
40. Split the document offline
41. Re-upload the first bundle (up to 500 pages)
42. Select the ‘Lodge Additional Documents’

=======

checkbox
4. Once changes are made, sign and date the ) Now Ateatonborm - £ Fics (2 iy
application on the last page and click Submit. Ig MO1-Certification and Signature
Ay Sove Draft | [ Submit
» The Status updates to Pending in the Temporary Applications @ ~
Temporary Application list). e ) -

pppppp

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

(% AT @)

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

° Has a temporary number. until rewem.rvef:! 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 v11 Comcase - Training <nswpictraining@sbcit.com.au>
To ©lIngram, lan

[icAUTION: This email originated from outside of the organisation. Do not dlick 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:

e  Tick Assign box

e Select your name from the Assign To
drop down menu

e  Click Assign.

Note: Be mindful of the Date Reply Due.

‘ Page

How to complete a Reply

Instruction

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

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* e Pathway Portal
A [ newasolcatonFom- P ries [ Diary ([ Logout

& welcome, Max Rice

Motor Accident Application-Reply-Notice to Parties

Notice to Partios (=]

Terms and Conditiens of Use.

c 3 T E e
ather s ctor sccicent. Betors you Deain, you nesd 1o sqres {0 cur erms snd
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, ang wou
s ol 1 Saction 7 41421 ofthe Mtcr Injories Act 2017

Apsrscny i bogal mcapacily s

Ty il which eeued on or e 1 Des
PICIO te sppoiled e thei Apgonted Representate

WRahar Of MOt ¥oH 160U That the PIG: a6 50, I I s Ga6irabla to 60 56 BacauGaat tha

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.

Motor Accident Application-Reply -Reply

Application Type

[wessizs ot I — )
poptant Fospondont
[ Unbrtansrance | [oxrice )

5. Complete the Claimant Details page.

6. Click Next.

Motor Accident Application-Reply - Claimant Details

[voanen ] &
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Instruction

Next.

should not exceed 500 pages.

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

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

Supporting Documents

is limited that have been exchanged between the parties as and when required by the Workplace Injury Manag
and Workers C Act 1998 and any regul & 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 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

O Lodge additional documents

reply before it is submitted.

8. Sign and date the application — Submit if
ready or Save Draft if you need to review the

Motor Accident Application-Reply -Certification and Signature

has been submitted.

» Here you can see confirmation that the Reply

A [ NewapplicstionForm~ = Files

m Diary
Motor Accident Reply

ived a1 12:26:58 PM on Friday, 19 May 2023

230519.000476

Please record this number for future ref 1 the Matter Summary Page via the Menu sbove.
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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> ‘ © Reply ‘ © Reply Al ‘ = Tonward ‘ E

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.

Instruction
View the Reply
A [ NewroptcationForm~ £ Fies [} pary =
The Documents section lists the: £ Matter Details -
Application Forms @

e Sealed reply form o ey

e Reply document bundle P PR
1. Click the blue document date link to p==—n Camm

download and view the document. R
cIrm

RelstedTo

149723.011, Sendr P Recipent

149723011, Seder Portl-Reci
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Messages

How to send a message

Instruction

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

From the Matter Details page:

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

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

‘ Page

2. Type the Subject.
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.

Pathway Portal Claimant User Guide
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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
thread

Messagos 6

Application Catogory Serdet Dater

2000623 641 Form M64 - Spec

2062023

Am
MZDO0B23.64.1.Form MBS

/0672003 852 AM
M2000623-54-1- Form M64.- Spec

90672023 850 AM

Category for incoming
messages will be:

Click blue subject link to
view and respond to the

Click to toggle between:

° message View All Messages —

. Which includes closed
threads.

[ )

View Open Messages —
which only displays

Kthreads that are open j

N/A Category indicates thread
was initiated hv von
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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
| A v

Thread Closed

Participants
Personal Injury Commission

Ben Jerry-Claimant Test Legal Firm-Corporation

8 Print Message Thread

New Message

Message

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

Sender Date/Time Sent
4

Sent on Behalf Of
| | 29r10/2024 11:57:12 AM X<

| Leo Lopez (Personal Injury Gommission) | | LeoLopez
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How to download and save messages

You can download message threads from Pathway Portal.

Instruction

& Welcome, Isla Innes

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

10772023
72023

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

DateFled  Applcation Type ssuelDisputs Type Status Next Allocaton

72023

PortyGontact Ropresentatvo.

nnes. s (0411999999)

Claimant 0400000100 Lierty Lawyors (ally Smith, 041199599)

44. Click the Print Message Thread button.

& Welcome, Isla Innes

(@ Logout

& Messages

Message Thread

o Theead Closed

Umbrella insurance-nsurer / Scheme Agent

)

New Mossage

Mossage
& Upload

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

ot on Bonalf Of Sendor Date/Time Sent

K

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

Messa
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Case Management

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

& ©

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

e The legal representative for both parties or self-represented party

e  The decision maker

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

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

Allocation email notification

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

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

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

Personal Injury Commission M185/23 Dilbar Dijani - Teleconference on 3/05/2023 at 3:00AM

ety | % Ragly -y
PIC v11 Comcase - Training <nswpiciraining@sbait.oom.aus ) Besty D Rackeh ik ‘
To O Timeless Laveyers PP e E—
== calendarics
KB
[CAUTION: This email ori ik of the . Do not ehick links of Gpen sttachments uniess you recognise the sender and know the cantent is safe |
Dear Timeless Lawyers, Microsoft Outlook X
The Cominission has Baoked the following appointment @ Add this Internet Calandar to Outlool?
Matter Details: You should enly open calendars from sources you know and trust.
Matber Bumber; M185,/13

Insurer claim number: D123 Anachrment “calendar.ics” from “Personal Injury Commission

PO M57/23 Rick Gall - Teleconference on 9/02/2023 at S00AM™

Interpreter Required: Arabic

Legal Representative: Timeless Lawyers No

Insurer [ Scheme dgent Details:
Insurer [ Scheme Agent Mame: Umbrella Insurance.

Appointment Detadly;

Service Provides: Mindy Member

Type of Appointment: Teleconference

Appointment Date and Start Time: 310572023 -00AM
Draration: 1 hous

Locathon Type: Teleconference

Attendees: Legal Riep (Clsimart]

If you wish ta add/update the appaintment to your own calendar, you may need to download the calendar sttachment ‘calendar.ics” on your device. You may also need to apen the file after downloading and
savefimpert 1o your calendar if the i net ted in your calendar,

For further information about this appointment, please go to the Commission anline portal.

H you have advized that you require an interpreter, ithe Commissian will ge an interpreter to attend the
What happens if you can't attend an appaintment?

Yiou must natdy the Commission as scon 83 you become awsre that you will be unable to attend am appointrvent. This will allow us to allocate the appointment to another person.
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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.

Service Provider is the name
of the Decision Maker (i.e. the
member or medical assessor)

Allceations E) -
Ascation Typs DRy Trosment Ve Lecation  Diste and Time Dursticn  Miscie of Allocaticn  Aftensess | Serdeo Provider Language
Meccal cxomintion  MIMZZE-0VUD1 (Arkde, Rl MIIAE3 01102 Aride, Aibsl P Clin 1 SIONEY WOZR0ZA00PM  Tham Ve , Poty P Clamant) P Aihed  Amenian
). / Mecical examination  M1M4/23-01:1/0 (Chiropractic) .‘ _ Hultoman Sydnay Clisic.~ SYONIY  2002/20232000M  thow  Veews / PoltyPhan Cakrar _ Mot Low ; Armarian
A/ telsconference MI14/T312.0/00 Damages fesess Teleconferance 23/00/2003 200 MM 1 hour n:\l:l.mi}r | Polly Phan (Clsimanti  Merber, Max / | amenian
i | ) | " —
4 | \ / .
— T | Dispute/Injury/lssue/ | Attendees displays who needs | |
Allocatlf:n type is the type Treatment displays what to attend, e.g. if it's a ‘ Interp.reljr
of appointment (e.g. . is to be assessed in Teleconference the legal require
Telect.:lnfe.rence, Medical . appointment representative may need to
Examination, Paper based) 7 | attend but not Claimant/Insurer
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Assess and Decide

Lodge Register

application application Receive reply

)

S

Resolve &
close

Case Assess &
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...
) Realy | %) Reply Al —3 Forward ‘ [ el

PIC v11 Comease - UAT <nswpicustisheit com au >
To - Max Rice findividual]; - Robsert Taylor - NSW Insurance (Insurer / Scheme Agent]

[CAUTION: This email originated from outside af the organisation, e nat click links or open attachments unless you recognise the
sender and know the content s safe.]

Dear Parties,

Claimant name: Max Rice
Application Number: M186/23-01-1

Insurer claim number: ry098

Alfred Pena has issued an interim decsion or report in the above matter.
ou can view the decision in the Persenal Injury Commission online portal.

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

Yours sincerely,
Personal Injury Commission

woww.pinsw.gov.au

This email including 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 Commissian,
If you are not the intended recipient, please delete it and notify the Commission on 1800 742 679,

Pathway Portal Claimant User Guide

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

& g | > o
FIC V17 Comcase - TraiNing <ASWBICITSNIAg @SB0ILEOM 3l 3 Perty | 5 sty M| 5 Foneed || B
s ; 2 ot - Vo

[ caumion o You recoisa the sender and know the

)

Claimant name: Cris Abu
Appication Number: M162/23-01-1
Insurce claim number: CATZS
Insurer Representative Reference:

Claimant Representative Reference:

Dacision avalable Cris Abu

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

I you da not agres with the dcision, there may be i the naturs of the
decisian and the dispute. Please note: Time limits may apply.

Publication of decisions:

Certain € ion decis published in section 58 of the Perssnal injury Commission Act 2020. In exceptional

i be de-identified or redacted before publi i not published for seven days to allow a party Ume
jan o redaction. Any request must b made in wiiting Lo the President o help@pi.nsw gov.2u within 7 days from
e When derermining an application, the Commission will cansider the issues outfined in Rule 132 (4} of the

ww aply for de-ident
the date the decision is
Fersonal Injury Commission Rules.

I you have any questions, pleass contact the Commission an 1800 742 679,

Vours sincarely,

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
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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

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.

‘ Page

(=™

£ ooy

@

| &> Matter Details

| Application Forms €

022023

| romz2es

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.

[0 How Aot~ B> s

Motor Accident Application-Notice to Parties

Notice to Parties (2]

Terms and Conditions of Use

confidential o sensitive neture of the information,or for any other reason.
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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 Tick relevant Matters in Dispute

e  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

PLEASE NOTE: crmiser e “rot spplicablefor the ciaim numiber. I the Insurer s not fited, you can
-

 Acrident .
snszes |@|  [oanem | &

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 MO2 - 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

[ Insurer Details

urance (Hargreaves, Klaus)

Unmbrella Insurance
Branch Name®
Sydney
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Instruction

Form MOZ2 - 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 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.

13. Click Next.

14. The Supporting Documents page displays.

‘ Page

Form MO02 -Panel Review of single medical assessment
EEEE———

Matter Number of Previous Dacision”

Miazs Previous Decision not available for selaction

Provious Decision”

Date of previous decision”
2000272023

Supporting Documents

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

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

15. Click Next

16. The Certification and Signature page displays.

Form MO02-Supporting Documents

Supporting Documents >

PLEASE NOTE THE FOLLOWING:

types (e, Birth

form. Tho approved

. ifyou are inc under ule 109 of i Rules.
201 P 109(28).

Drag and drop one or more fles here
that

o click the upload button to browse for a fil.

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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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 @ ~

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

= Matter Details

AovtcatonForms €

=1

& Welcome, Grace Gilbert

OutaFieg

ey

1022023

2o02a0es

Fied By Tyve

NextAlacation

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

‘ Page

Files

| & Matter Details
| Application|

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.

A [ NewApplicationForm -

Motor Accident Application - Notice to Parties
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Instruction

Motor Accident Application - Claim
Details

5. Complete the Claim Details as follows:
e Application Type
e  Matters in Dispute
e Filed by Party

e Legal incapacity

This example selects M03 — Further medical
assessment

6. Click Next.

7. The Claimant Details page displays.

Motor Accident Application-Claim Details

o ‘ot appiicable for the claim mumber. I the Insurer is ot isted, you can

errars. I the deta

frseveDran [Eysubmit

Claimant Details

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

Form MO3-Claimant Details

Claimant Details

Dato of Birth'
7071997 | 0

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 MO03 - Further medical assessment

page displays if this is the application that was
selected.

Form MO3-Insurer Details

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

Existing Party

Umbrelta
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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.

e |f 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.

14. Click Next.

15. The Supporting Documents page displays.

‘ Page

Form MO3 - Further medical assessment

Yos ® No

Previous Decision

the DRS or the Parsar

Pravious Assessment

x of Previous Decision

e Pona. Outeome. 207 -

Full Norme of Decision Maker of provicus decision”

Allrad Pana

Daterioration of the injury
Naither

Hawis i a5 19 b2 cagablo of having. af th provious assessmant?*
more nfo hare.

Supporting Documents

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

17. Click Next.
46. 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
iy Save Draft | B8Y

‘Supporting Documents
Please upload the documents you wish to rely on as a paginated and indexed bundie
PLEASE NOTE THE FOLLOWING:

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

= Meritreview: if the amount of weekly compensation or statutory benefis is in dispute. you must include a schedule of eamings in the approved form. Te approved
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 scheduie of damages containing full particulare of the amount
claimed.

« surveillance record medical assessment ifyou are including a under rule 109 of the Personal Injury Commission Ru|
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).

Tvag and drop one or

(or onto an existing Document ype to upload one or that Type)
or click the upload button to browse for 3 file.

Lodge Additional Documents

O Lodge additional documents

Previous Save Draft | [E)Submit Ne|
B

Certification and Signature

18. Read and tick the acknowledgments.

Then either:

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

the Commission.

20. Click Submit.

Form MO3-Certification and Signature

Date Signed

Application Signed | 17/11/2024 | £
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What happens after the Further Assessment application has

been submitted?

Instruction

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

‘ Page

Temporary Applications @ ~
Grace Gilbert @ ~

uuuuuuuu

203000025 WOR02 FomMO2Revewofmedcalsssessment  Paanfoly

Once the application is registered it displays within
the Matter Details for the originating dispute and
has matter number prefixed with F.

Active Files © ~ ==
Ben; utton @ ~
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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 use the piatform to lodge a New Application/Form, view the lst o Files or matters assigned to you, view specific details of those Matters, view
a view your User Profile. ihese functions.

for lodgment ind fo

‘The Files menu provides a st of Matters in which you are a party or representative of a party. You can also select a fle to view the Applications, Parties,
Allocations and Documens in relation o the Matter.

The Diary menu allows you upcoming

The User Profile

Form 4] - 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

Notice to Parties. 2]

Terms and Conditions of Use

‘Eor Legal Praciioners: Use s limited their empl it d Austsalan L

Legal Incapacity

For after 1 the Personal
under legal incapaciy. If pication relating

after this date, by agreeing 1o thess tems and conditions you declare you

Aperson under legal ncapaciy includes:

+ a chid under the age of 18 years, and

- ape the mearing of the Ms
+ a protected person within

that he or o express his or her will, with
respect to his or her property or afairs.

Pathway Portal Claimant User Guide

49



Instruction

Form M4] - 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

Claim Details

Date of Accident” Claimant Date of Birth"

vos2022 | & oo | &

jon O An Individual ‘ v © Insurer not listed

) o claim couldnot o found Proceed without matched claim

aaaaaa i select the” checkbox
application.

Location of Accident”

Tuggersh

Filed By
Filed by Name®
Max Rice.

Filed by Party®
Claimant Appointed Representative

Legal Incapacity

theirlegal

O Yes ® No

@ Provious

Form M4] - Claimant Details

7. Populate the Claimant Details page.

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

9. Click Next.

» The Form M41 - Appointed Representative
Details page displays.

Form M41-Claimant Details

Claimant Details

¥z Save Draft | [E)Submit

Surame*

Olsen

Given Name(s)”

Mini
Tite Other Title Date of Birth*
- 2neroe
O DX Address
Postal Addrese*
33 Hollywood Avenue
Suburb® state Postcode
ULLADULLA Nsw 2539
Country
O International Address Tl

Residential Address®
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Instruction

Form M4] - 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

Otson

Given Namets)"

Aashley
Title Other Title Date of Birth'

apenos0 ¢

Relationship to Claimant*

Mother

X Address

Postal Address

33 Hollywood Avenuo.

Suburb state Pesteods
ULLADULLA New 2539

........

ashleyolsengyopmail com

Form M4] - 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.

PLEASE NOTE: If there is more than one insurer involved, select ‘Add Additionl Insurer’ and add the additionsl insurer detais on the next screen.

Form M4] - 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.

A [ NewpplcationFom = = Files [ Diary

Form M41-Supporting Documents

Supporting Documents (2]

wish to rely

PLEASE NOTE THE FOLLOWING:

addition, please upload

Drag and drop one or more files here.

or

or click the upload button to browse for a file.
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Instruction Page

Form M4] - Certification and
Signature

18. Read and tick the acknowledgments.

of my knowlede,

Date Signed
181032023 | £

Then either:

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.

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:

You can use the platform to lodge a
1 to these functions,

a Diary of Al

The N provides for lodgment of applications and forms.

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

The Files men

a st of Matters In which you are a party or representative of a party. You can also select  flle to view the Applications, Parties,

ly list of upcoming proceedings events (allocations).

‘The User Profile menu displays your current ded with Contact o update your detais.

ing and User Guides

» The Notice to Parties page displays.

e supporting materials including eLearning modules and User Guides are available to help you leam how o use the Pathway Portal for
s dispute applications,

d User Guides here

Note: To lodge a Form P02 - Notice of Ceasing to er— o —

Act, you must lodge the form within the Matter

Details page.
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Notice to Parties

48. Read the Terms and Conditions.
1. Scroll to the bottom and click Next.

» The Application Details page displays.

Notice to Parties

Notice to Parties (2]
Terms and Conltions of Use

For Leoal Practiioners: Use is imited to Certied Australian Legal Practiioners o their hose useis fled Australian Legal Practtioners
For other Porll users: Use this form if you want o make an spplication o resolve a dispute about a molor accident. Before you begin, you need o agree 1o our terms and
conditions.

Legal Incapacity

For accidents which occurred on or after 1 December 2017, the Personal

(PIC) may decline ifthe application is made by & person
under legal incapacity. f you are making an epplication relating o en accident which occrred on or afer this date, by agreeing to these lerms and conditions you declare you
are not under legal incapacity as defined in Section 7.47(2) o the Hotor Accident Injuies Act 2017.

Aperson under legal incapaciy includes

« & chid under the age of 18 years, and
en involuntary patientof forensic patient within the meaning of the Mental Health Act 2007, end

+ & person under guardianship within the meaning of the Mental Health Act 2007, and

+ & protected person withi the meaning of the NSW Trustee and Guardian Act 2009, and
an incommunicate person, being 2 person who has such a physical or mental disabilty that he or she is unable to receive communications, or express his or her wil, with
fespact fo s or her proparty or affais.

1fyou are lodging an application related to an accident which occurred on or after 1 December 2017 on benalfof Someone under legal incapacity, you wil need 1o apply o the.

More aboutthe way that the.

use and disclose your information is available a htps.pi.nsw.govaulresourcesiprivacy.

Agplications to the Commission to access and correct any personal information and health information should be made n witng to the Commission, Level 21, 1 Oxford
Sueel, Daringhurst, NSW, 2010

(=]

Application Details

49. Populate the Application Details.

50. Select the Application Type:

e Form P03 — Notice of Change of Legal
Representative / Agent
e Form P04 — Notice of Representation

51. Click Next.

» The Party Represented page displays.

Legal Representation / Agent Change
o orrt | Esubit

I Application Details I
For Workers Compensation enter Matter Number.
For Motor Accidents enter Application Number.

Matter/Application Number
M22288/24-01-1
Claimant/Worker Surname” Date of Birth*
noness | &

Jerry.

Claimant/Worker Given Namels)
Ben

Filed By
Filed by Name
Test Lawyer
Filed by Party’

Claimant Legal Representative

Application Type

Application Type"

Form PO3-Notice of Change of Legal Representative / Agent

Capacity to Act
Are there any restrictions or limitations on your capacity to act for the party?”

O Yes ® No

Restrictions/Limitations on Capacity to Act for Party

ratt. | [2)Submit

Application Details

52. Populate the Representative Party Details.
53. Populate the New Representative Details.

54. Click Next.

» The Former Representative / Agent Details
page displays.

Party Represented

I Represented Party Details I

Surname’

Jerry.
Given Namets)

Ben

Date of Bith
ooz | 4

New Representative Details

Existing Representative

Firm or Organisation

Test Legal Rep
O Correspondence and documents to be sent 1o or served at address of representative

DX Address

Postal Address'

10xford Street
Suburb* state Postcode
Darlinghurst Nsw. 2010
Country
International Address. Australia v
Contact Surname
Lawyer
Contact Given Name(s)
Tost
Contact Teleconferance Number
(pledse provide oither a mable or land ine where you con bs contactod)” Contact Phone
0411222333
Email

Reference Number
testlawyer@yopmail.com

Date Commenced to Act”
207102024 | 89
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Former Representative Details

55. Populate the Former Representative Details.
56. Populate the New Representative Details.
57. Click Next.

» The Former Representative / Agent Details
page displays.

Former Representative / Agent Details

oy Save Draft | [B)Submit

Former Representative / Agent Details I

[ 1e38 g Rosa

Suburb st Postcods
[ FaRrEOWEST [nsw 2165

Date C

[2onozoze |

58. Read and tick the acknowledgments.
Then either:

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

60. Click Submit.

= Srsmevon | Bk o]
Signature
[ oees - 4o | Bubnt

Signed

@ Application Signed | 201072024 | 8
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Lodge Submissions and other Correspondence

How to lodge Submissions and other Correspondence

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

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

Instruction

To lodge Submissions or other Correspondence:

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

‘ Page

AovteationFoms @

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

A [ NewnpplcationForm= [ Files ) Diary (® Logout

‘ Submission / Correspondence

Submission / Correspondence

Drag and drop one or more files here

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

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

process.

5. Click Submit.

i Submission / Correspondence

Submission / Correspondence

Drag and drop one or more files here

that
or click the upload button to browse for a file,

&8 Upload

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

B D) Nowhootistinrorn- > Flos 28 Dy

D Submission / Correspondence Confirmation
o 1150 P on 1010572026

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

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

Instruction ‘ Page

To lodge an additional document:

From the Matter Details page

1. Click New Form and select the required form.

2. Select New Form P01 — Application to Lodge
Additional Documents.
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Form POT - Notice to Parties

Read the Terms and Conditions.

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

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

Form PO1-Notice to Parties

Notice to Parties (]

Terms and Condiions of Use

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

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

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

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

Assistance

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

decisions vl f the Personal Iury

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

Moro detailed the way that the

nis avalable at hitps: privacy

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

othe |

| B you

Form POT7 - Application Details

61. Populate the Application Details page.

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

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

proceedings.

4. Populate Service and Consent (as needed).

5. Populate Reason in support of application
field.

6. Click Next.

Form PO1-Application to Lodge Additional Documents
[ ]

Application Details
Related Application

1122288/24-01-Form M1 -Medical assessment

Filed by Name*
Test Lawyer
Filed by Party

Claimant Legal Representative =

Next Allocation
Date of Next Allocation
]

Next Allocation Type

Decision Maker

Service and Consent

Date lodging party became aware of or obtained possessio

1102024 L]

on or control of the Additional Documents*

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

or obtaining possession or control of
) Yes ® No

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

I Reasons in support of application I

Submissions in support of Application to Lodge Additional Doci

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

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

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

Form PO1-Lodge Additional Documents
[ ]

Supporting Documents (]
They must:

* have consecutively numbered pages

* beind sorted by
previously lodged

* not be included more than once

document category
* notha

Documents/bundiss that do not comply will b rejected.

Drag and drop o

i more fles here.
pe o upload one or that
or click the upload button to browse for a il
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8. Add in the Document Details:

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

e  Author —Type in your name.

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

9. Click Next

Form PO1-Lodge Additional Documents

=3 7 Save Draft | [E)Submit
Supporting Documents (2]

& Clear | @ remove

10. Read and tick the acknowledgments.

Then either:

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

the Commission.

12. Click Submit.

Form PO1-Signature

=3 # Seve Draft | [ Submit
Signature (]

I declare tht, to the best 5 g andcorrect.l a o for the collection, use and
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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 [ NewapplcationForm- > Fies [ Diary (@ Logout

Form M12-Damages assessment

¥z 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:
e You will receive an email notification that there is an outcome document in the Portal for this dispute

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

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

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

Pathway Portal Claimant User Guide 9



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 (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

.CSV

.dicm

.doc

.docx

.eml

.gif

jpeg

Jpg

.mkv
.mov

.mp3

.mp4 .pptx .wma
.mpg rtf .wmv
.msg tif Xls
.pdf Liff 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.

Pathway Portal Claimant User Guide



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

Versi Date Author Major changes Approved by
on
1.0 6 June 2023 Jacqueline Mead Initial version Sophie Jones — Pathway Product
Owner
11 6 November 2024 Leo Lopez . Added reference to Rule 67 Melissa Golfes — Pathway
. Lodge a Legal Representation / Agent Change Product Owner
. Submissions and other Correspondence
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