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All changes to your company and user profiles are made in this 2009/11/25
tab- Fill in the fields to add or edit an Insurer

NOTE : All fizlds with an asterizhk () are reguired.

SECONDARY TABS Insurer Details DE‘CTN‘TE
Insurer Status
= Insi N 5
Insurer Management ’ mjmacn:::
= Company and branch Information Liaa:
= Extracts and feeds = City: [Bruce Mines
= Adjuster Information e

- Posts| Code: |FO
User Management o —

= Phone: |(705) 7575452

Fax: |

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

Contact 1 Mame:

Contact 1 Phone: |

Contact 1 Email:

Contact 2 Name:

Reports _
) A Contact 2 Phone:
Select and print detailed management reports: Lo |
= Qutstanding and Pending Plans and Invoices Configuration Management
= Denied vs. Approved Plans = Virtual Insurer? :
= Adjuster Summary * Qutbound Payment Feed? :
* Inbound Claim / Claimant Feed? ;
= Dutbound Insurer Extraction® :
OTHER INFORMATION = Privacy Consent? :
— _ Browse Branches
Click the e 8 button to access the HCAI Insurer User A Rianch e

Manual -
2 in| Al Forms
Use the Sssreh for Clsim = in & (%]l co e

feature to search quickly for all OCF forms associated with a
SpeCiﬁC claim. & 2009 Health Claims for Auto Insurance Processing | Pivacy Policy | Change Password
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INSURER MANAGEMENT Welcome; Rafa to HCAI.

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.

ORGANIZATION
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SETTING UP USERS

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

LEVEL OF ACCESS
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Welcome, Rafa to HCAI

CLAIMS CLAIMANTS

SETTING UP CLAIMS AND
CLAIMANTS

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

CREATING A CLAIM

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.

ADDING ADJUSTERS

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

ROLE

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.

Select a role for the user.

D Claim/Claimant Administrator D Plan/invoics Manager

I:‘ Insurer User Administrator D Plan/Inveice Support

D Organization Administrator D Report Viewsr

l:‘ Flan/Invoice Adjuster

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

3. Click m

ADD CLAIMANT

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

HCA®

(7 - User Manual |

| mwvoices

MANAGE |

Search for Claim # in| A1l Forms (3 agvanced
CLAIMS Wslcara, Rats t2 HCAL
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Claime > Claim Search

General Notification

The following items need your attention

No records were found

Add a New Claim

To 3dd & claim into HCAI, click “Add Clainy

Search for Claims

ter your seerch witenia and olick "Search

Claim #:
Folicy % |

Date of Accident: ~

Folicy Holder Last Name: |

[ exact sten

Policy Holder First Name:
Insurer.

Branch.

Claim Status:

@ 2009 Health Clai rocessing | Privacy Policy | Chanpe Password



