
 

Insurer Quick Start Guide for Administrators 
 
 
 
 

Manage Your Organization, Branches,
Adjusters and other HCAI users 

 
 
 
 MANAGE TAB 

 

All changes to your company and user profiles are made in this 
tab. 

 
 
 
 
 SECONDARY TABS 

 

 

Insurer Management 
 

 Company and branch Information 
 Extracts and feeds 
 Adjuster Information 

 

User Management 
 

 Set up new users 
 Determine access levels for all users 
 Reset passwords 

 

Reports 
 

Select and print detailed management reports: 
 

 Outstanding and Pending Plans and Invoices 
 Denied vs. Approved Plans 
 Adjuster Summary 

 
 
 

OTHER INFORMATION 
 

 

Click the  button to access the HCAI Insurer User 
Manual. 

Use the   
feature to search quickly for all OCF forms associated with a 
specific claim. 



SETTING UP CLAIMS AND 
CLAIMANTS 
 

This is the only administrative function that does not 
take place in the MANAGE tab. 

CREATING A CLAIM 
 

 

1. Click . 
2. Complete all relevant information for the claim.  

3. Click . 

Once a claim has been created, click  to 
add claimants to the claim. 

LEVEL OF ACCESS 
 

Select a level of access for the user: 
Insurer…  
Access to entire company, including branch information 
and child insurer information 
Child Insurer…  
Access to child insurer, including child insurers branches. 
Branch…   
Access only to user’s own branch information 
Adjuster… 
Access only to specific adjuster’s or team’s worklist 

SETTING UP USERS 
In the User Management sub-tab, click on <ADD 
NEW USER>. (Existing users can be modified by 
clicking on their username.) 

ROLE 
 

 

Select a role for the user.  
 

 
 
This will determine what functions the user is 
able to perform in HCAI. (Please see Insurer 
Role Matrix for more information). 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

ADDING ADJUSTERS 
 

In the Insurer Management sub-tab: 
1. Click the name of the branch to which you want to add 

an adjuster or team of adjusters. 
2. Complete all relevant information for the adjuster or 

team.  

ORGANIZATION 
 

In the Insurer Management sub-tab: 
4. Confirm your company’s contact information. 
5. Indicate which feeds and extracts your company is 

using. 

ADDING BRANCHES 
 

In the Insurer Management sub-tab: 
1. Click ADD NEW BRANCH. 
2. Complete all relevant information for the branch. 
3. Click SAVE. 

All branches you set up will be listed at the bottom of the 
Insurer Management sub-tab. 

SETTING UP YOUR ORGANIZATION 
Once you have gotten a username and password from 
the helpdesk, follow these steps to set up your 
organization in HCAI. 


