
 

 

 

 

 

 

 

Tracking Plans and 
Invoices Manual 

 

 

 

 

 

 

© 2019 HCAI Communication 



Table of Contents | Page 2 

 

Table of Contents  

 

 

Tracking Plans and Invoices 

Work in Progress ........................................................................................................................................................ 3 

Explanation of Benefits (EOB) ............................................................................................................................ 4 

Draft ................................................................................................................................................................................. 7 

Deleting Old drafts..................................................................................................................................................... 8 

Sorting a List ................................................................................................................................................................. 9 

Submitting a Form .................................................................................................................................................. 10 

Successful Submission ...................................................................................................................................... 10 

Unsuccessful Submission (Error Messages) .............................................................................................. 11 

Withdraw a Plan/Invoice .................................................................................................................................. 12 

Form Statuses ........................................................................................................................................................... 13 

Work in Progress ................................................................................................................................................. 13 

Adjuster Response .............................................................................................................................................. 14 

Search Options ......................................................................................................................................................... 14 

Searching for a Submitted OCF ..................................................................................................................... 14 

Advanced Search ................................................................................................................................................. 15 

Archived OCF Search ......................................................................................................................................... 16 

Downloading Search Results .......................................................................................................................... 17 

 

 



Tracking Plans and Invoices | Page 3 

 

 

 

This chapter outlines the organization of the Plans and Invoices tabs in HCAI, 
including how to sort lists and what form statuses mean. This chapter also explores 
how to submit a form and searching for submitted forms.  

Work in Progress 

Both the Plans and Invoices global tabs have the Work in Progress sub-tab, which is 
the default tab that displays in HCAI. This tab lists all the submitted Plans or Invoices 
that have not yet been adjudicated. To review an OCF in the Work in Progress sub-

tab, click the  button. 

 

 

 

Tracking Plans and Invoices 
 

Select the 
magnifying glass 
button to open the 
OCF. 
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Adjuster Response 

Both the Plans and Invoices global tabs have the Adjuster Response sub-tab. This 
displays all the Plans or Invoices that have been adjudicated. To review a Plan in the 

Adjuster Response sub-tab, click the  button. 

 

 

Explanation of Benefits (EOB) 

The Explanation of Benefits form (EOB), formerly known as the OCF-9, is a statement 
sent to the claimant from their insurer explaining what medical treatments and/or 
services will be paid for on their behalf. 

• The EOB can be generated by an adjuster in HCAI once the adjuster has 
recorded a decision against a submitted OCF document. 

• The adjuster provides a printed copy of the EOB to the claimant. They can 
also choose to submit the EOB via HCAI, which will make it available to be 
viewed by the facility that submitted the plan.  

• If an EOB has been sent, an  icon will appear on the Adjuster Response tab 
in HCAI, next to the OCF type column. 

Select the 
magnifying glass 
button to open the 
OCF. 



Tracking Plans and Invoices | Page 5 

 

To view the EOB: 

• Click on the  button to open the OCF. 

• Click on the  button on the OCF summary tab. 
• The EOB opens in a new window. 

To view the adjudication decision: 

• Click on Tab 2 of the EOB. 
• The Medical and Rehabilitation and Other Benefits included in Part 4 of the 

plan are listed at the top of Tab 2. 
• The selected “Reason why expenses are not payable or being stopped” 

section includes the adjudication codes and the corresponding explanation 
for each code. 

 

The document icon 
will appear when 
an EOB has been 
sent. 
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As of April 1, 2016, Part 6: Applicant’s Rights to Dispute has 
changed. 

The Safety, Licensing Appeals and Standards Tribunal Ontario (SLASTO) have 
assumed all new applications for dispute resolution from the Financial 
Services Commission of Ontario. 

SLASTO has determined the new wording for Part 6 which is available on their 
website at slasto.gov.on.ca and can be found by searching for "Automobile Accident 
Benefits Service” and clicking on News.  
 
To streamline the user viewing experience on HCAI, Tab 3, which used to contain the 
Applicant’s Rights to Dispute, will be hidden from the web view. The new wording 
will be displayed on the paper or PDF versions of the EOB only. 
 

Adjudication 
reason codes and 
corresponding 
explanations are 
listed on Tab 2. 

http://www.slasto.gov.on.ca/en/Pages/SLASTO-Tribunals.aspx
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Draft 

Both the Plans and Invoices global tabs have the Draft sub-tab. This displays all the 
Plans or Invoices that have been created and saved, but not yet submitted to an 

Insurer. To review a Plan in the Draft sub-tab, click the  button. 

 

 

 

To save a form into the Draft sub-tab, click  on the Plan or Invoice you are 
working with at any time; however, the following fields must first be completed: 

• Claim or Policy Number 

What is “Date Modified”? 

The Date Modified column shows the date the Plan or Invoice was 
last changed. 

Select the 
magnifying glass 
button to open the 
OCF. 
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• Date of Accident 
• Applicant’s First and Last Name 
• Applicant’s Date of Birth 

 

 
 

Deleting Old drafts 

Do not retain drafts for longer than one year to avoid compatibility issues and 
system errors in HCAI. Once a draft has been deleted, this cannot be undone. 

To delete multiple old drafts: 

• Login to HCAI and click on the Draft tab within the Plans or Invoices section. 
• Toggle the “Date Modified” column to sort drafts from oldest to newest. 
• Use the checkboxes on the left side to select the drafts you wish to delete. 
• Click on the Delete button. 
• Click on <Okay> in the pop-up prompt that appears.  

Enter the required 
fields and click on 
the Save button to 
save your draft. 
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To delete one draft at a time: 

• Open the Draft by clicking on the  button. 
• Click on the Delete button in the top left corner of the draft. 

 

Sorting a List 

Each column of every list under the sub-tabs can be sorted. To sort a list in 
ascending or descending order, click on the arrow next to the column heading. 

For Example:  

To have the oldest submitted forms at the top, click on the “Date Submitted” column 
heading until the arrow points upward.  

Use the checkboxes 
and the delete 
button to delete 
old drafts. 
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Submitting a Form 

Successful Submission 

If an OCF has been submitted successfully, HCAI will provide a unique Document 
Number. 

 

The document 
number appears in 
two places once 
the OCF is properly 
submitted. 

Change how lists 
sort by clicking on 
the column 
heading. 
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If an Adjuster is unable to find your submission, provide this number. It can be used 
to search and locate the form in HCAI. 

Unsuccessful Submission (Error Messages) 

If you make an error while completing an OCF (e.g. you did not answer all the 
required questions), HCAI will alert you by highlighting the tab containing the error 
in orange. If there is an error, the OCF cannot be submitted.  

 

Within the tab, HCAI will display an error message, highlighted in orange, in two 
places: 

• At the top of the OCF, and 
• At the section containing the error 

 

When the error is corrected, HCAI will remove the orange highlight when navigating 
away from the page. 

 

 

The yellow bar at 
the top and the red 
exclamation marks 
throughout 
indicates where the 
errors were made. 
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Withdraw a Plan/Invoice 

To withdraw a submitted OCF, contact the insurer and request the OCF be declined. 
Once declined, the facility can resubmit the corrected OCF. 

 

 

 

 

 

 

 

 

 

The yellow bar at the 
top and the red 
exclamation marks 
throughout disappear 
when errors are 
corrected. 
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Form Statuses 

Work in Progress  

Once submitted, a form can have one of several statuses: 

 

Status Meaning 

Submitted 
The Plan has been submitted, but has not yet been 
opened by the Insurer  

Review Required The Insurer has opened the Plan 

In Discussion; Response 
Required 

The Insurer has sent a question to the Health Care 
Facility. 
 
This status is applicable only to the OCF-18. 

In Discussion; Response 
Sent 

The Health Care Facility has responded to the Insurer’s 
question. 
 
This status is applicable only to the OCF-18. 

 

  

The status of the 
OCF is listed 
onscreen. 
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Adjuster Response 

Adjudicated documents can have the following status: 
 

Status Meaning 

Approved 
The Insurer has approved all the goods and 
services proposed in the Plan 

Partially Approved 
The Insurer has approved some of the goods 
and services proposed in the Plan* 

Declined 
The Insurer has not approved any of the goods 
and services under the Plan* 

Responded 

The Applicant (Patient) has a valid insurance 
policy in force. 
 
This status is applicable only to the OCF-23. 

* Please contact your Insurer for questions regarding partially approved or declined Plans 

Search Options 

Searching for a Submitted OCF 

Use the Search tab/Advanced link to find a form that meets specific criteria. The 
search is done on submitted forms only (Drafts excluded). 

 

For Example:  

How to search for a form where the Document Number is known: 

• Select the Date Submitted range. The default for the date range is from the 
previous month up to the current date. 

• Enter the Document Number. Uncheck all other ‘Exact Match’ boxes. 
• Click  
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• If there is more than one search result, the results will be arranged by the 
date they were submitted, with the most recent appearing at the top. 

 

Advanced Search 

Click on at the bottom of the Search screen, to show more options 
available when searching for a form, such as Document Type, Adjudication Status, 
and Archival Status.  

Enter the 
Document Number 
into the field and 
uncheck all other 
“Exact Match” 
boxes. 
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Archived OCF Search 

 
• Archived OCFs do not appear in the Adjuster Response work-list for either 

Plans or Invoices. 
• Archived OCFs do not appear in regular search queries. 
• To conduct an Archived OCF search, 

o Following the execution of a search query, click the  
button to search for archived OCFs, or 

o Click on the “Advanced Options” text-link within the Document 
Search sub-tab. 

o Select the “Archived” button in the Archival Status section. 
o Enter your other search parameters (Document Type, Adjudication 

Status, etc.) using the available fields and radio buttons, then click 
. 

o HCAI will search for archived OCFs that meet the parameters you 
have selected. 

o Please note that archived searches may take several minutes to 
complete. 
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Downloading Search Results 

• Click the “Download Report” button on the top right of the Search Results 
box. This allows you to save the results as a .CSV file, viewable in spreadsheet 
software. Your software settings will determine how the data is displayed. 

Set Archival Status 
to “Archived” to 
search the archives 
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• Downloading the search results allows you to view information about 
multiple documents at once, including the date each document was 
submitted alongside the date it was last modified. 

• Only the results currently displayed on the page will be included in this 
report. Use the “View” drop down at the top and bottom of the Search 
Results to display up to 100 items per page. If the document search 
generated more than 100 items, navigate to the next page to download a 
report of the additional items.  
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