
 

Did you know? 
 
Sometimes a form may be sent to an Insurer in error by a Health Care Facility. To 
ensure that facilities are aware of the proper Insurer and corresponding Branch to which 
OCF forms should be sent, it is important for all Insurers to communicate actively with 
the facilities that are treating claimants. 
  
When an OCF form has come to your company in error, it will only be viewable to Users 
with Branch level access. The form will have the status of “Unmatched”. 
 

 
 
To send the form back to the Health Care Facility, the Insurer-user must have the 
Plan/Invoice Adjuster role. Click on the magnifying glass beside the notification and 
HCAI will bring you to the “Match Claimant” screen. Click on the <Cannot be Matched> 
button as shown in the screen shot below. 
 
 
 



 

 
Scroll through the form to the Goods and Services (in the displayed sample it is tab 5 of 
the OCF 18), click on the <Set Reason For Declining> button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
There are multiple reason codes to be chosen, but you may want to use the below 
selection for forms sent in error by health care facilities. 
 
 
 
 
 
 
 
 
 
 
 



 

 
Once you have selected your reason for declining the OCF form, select your final 
decision in Part 13 of the form as shown below. The form will now be returned to the 
health care facility and moved from the Branch’s “Work in Progress” sub-tab to the 
“Adjuster Response” sub-tab. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The steps involved in declining an OCF form that has been sent to your Insurer and 
Branch in error are also described at www.hcaiinfo.ca in the Cannot Be Matched 
eLearning.  Click here to access this eLearning now, or you can go to the Claims 
Administrator > E-Learning - Claim/Claimant Administration page and access the 
eLearning there. 
 

http://www.hcaiinfo.ca/
http://www.hcaiinfo.ca/Insurers/Claims_Admin/E-learning_videos/Do%20Not%20Match/Cannot%20Be%20Matched.html
http://www.hcaiinfo.ca/Insurers/Claims_Admin/E-learning_videos/Do%20Not%20Match/Cannot%20Be%20Matched.html
http://www.hcaiinfo.ca/Insurers/Claims_Admin/E-learning_videos/Do%20Not%20Match/Cannot%20Be%20Matched.html
http://www.hcaiinfo.ca/Insurers/Claims_Admin/index.asp
http://www.hcaiinfo.ca/Insurers/Claims_Admin/index.asp

