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1. Re-Enrolment Forms 
 

1.1. Each Insurer must complete the HCAI Electronic Insurer Acknowledgement Form.  

1.2. Your original HCAI enrolment forms should be reviewed as a reference. 

1.3. A choice is provided as to whether or not you want to migrate your insurer set-up 
and claim-claimant data from the old production environment to the new system. 

1.3.1. If you choose not to migrate your data, you will need to create your 
organization and users as well as enter all your open claim and claimant 
data. 

1.4. Confirm whether the individual identified as the System User and Organization 
Administrator in Section E of the original form is still the person who will receive the 
HCAI logon User ID and temporary password for the new system 

1.4.1. If the System User and Organization Administrator has changed, then provide 
the new contact information, his/her employee ID and select a preferred and 
2 alternate HCAI Logon IDs. 

1.5. Identify your chosen date from the list of possible dates to go live in the production 
environment. 

1.6. The form should be completed as early as possible so it may be verified for 
accuracy.  



HCAI 6 Step Re-enrolment – Non-Migrating Insurers 
 

2. Verification of Organization Set-up  
 

2.1. Once the forms are submitted to the HCAI team, you will receive your first User ID 
and Password approximately two weeks prior to your live date. 

2.1.1. Upon first log-in, the User Administrator will review the Insurer Management 
tab and the Insurer Details that have been entered by the administrator in 
accordance with the enrolment forms. 

2.2. Above the Insurer Details there is a blue button with the word “ACTIVATE”. This 
indicates that the insurer is currently in a deactivated state 

2.2.1. It is the Insurer’s responsibility to click the “ACTIVATE” button on the day the 
company is to go live on HCAI. 

2.2.2. Once the “ACTIVATE” button is pressed, health care facilities will be able to 
view your insurance company name on a drop-down list to submit forms. Do 
not activate your company prior to your enrolment date.     
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3. Adding Branch Details 
 

3.1. Every Insurer is required to create a Branch even if the address identified in the re-
enrolment document is the insurer’s only location. 

3.1.1. To add a new Branch hit the blue “Add New Branch” button at the bottom of 
the page. 

3.1.2. Add multiple branches if necessary.  

 
 
4. Adding Adjusters to the Branches created  
 

4.1. Every branch will have adjusters that can be assigned Accident Benefits claims. 

4.1.1. Hit the button under the branch details which states “add new adjuster”. 

4.1.2. Add all adjusters to the branch, who could be assigned claims including 
independent adjusters. 
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5. User Administration 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5.1. User and Organization Administrator moves from the Insurer Management tab to the 
User Management tab.  

5.2. Everyone requiring access to the system should be set-up as a user. 

5.2.1. The first user to the system is set-up by the HCAI administrator and has the 
User and Organization Administrator roles 

5.2.2. This first user should immediately set-up an additional user with User and 
Organization Administrator roles as these roles allow for the user to reset 
passwords.  

It is important for the initial User & Organization Administrator to create 
another User & Organization Administrator (with the same role and level of 
access) to serve as a back-up in the event that a password is suspended.  

 
 

5.3. Each User will need to be set-up with a level of access, roles and responsibilities, 
and access rights. For a full description please refer to Chapter 11 of the Insurer 
User Manual or the Insurer User Role Table located at www.hcaiinfo.ca.  

http://www.hcaiinfo.ca/Insurers/documents/HCAI%20Insurer%20Role%20Matrix.pdf
http://www.hcaiinfo.ca/
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6. Enter Claim / Claimant Information 
 

6.1. All claim and claimants should be set-up in the HCAI system and assigned to 
particular adjusters. 

6.2. Once claim and claimants have been entered and a form is received from a Health 
Care Facility it will be routed directly to an adjuster’s worklist who has been 
assigned to handle the claimant identified on the form 

6.3. To enter a new claim you must have the Claim/Claimant Administrator role 

6.3.1. Once you have logged into the system Move to the Claims tab and hit the 
“add claim” button 
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6.4. Once you have successfully entered the claim, all claims require claimants 

6.5. Scroll to the bottom of the claims tab where it displays Associated Claimants 

6.5.1. Click on the “add claimant” button 

6.5.2. Continue this process until all claim and claimants have been added to the 
HCAI system 

6.6. For more information concerning the management of claims and claimants 
please visit www.hcaiinfo.ca and review the Claims Administrator tab 

 
 
 

http://www.hcaiinfo.ca/
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